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SYSTEM OVERVIEW

PeopleSoft General Ledger for Public Sector combines an integrated financial database with General
Ledger accounting, budgeting, financial analysis, inquiry, and reporting features that meet the particular
reporting and operational needs of State of North Dakota. PeopleSoft General Ledger centrally stores
financial data for multiple Business Units while also maintaining unique accounting environments for
them.

One of the significant features of PeopleSoft is the module integration. Financial transactions and data
from all of the sub-modules (PeopleSoft modules other than GL) are eventually recorded in the GL for
tracking and reporting purposes. The GL can process and record journals created almost entirely from
controlled processes thus reducing the occurrence of user error.

Some of the key features of the PeopleSoft General Ledger module are:
e Flexible chart of accounts (ChartFields)
e Unlimited ledgers & Business Units
o Powerful reporting & inquiry tools
e Enhanced Journal Entry processing
e Automatic date sensitivity (effective dated transactions)

CHARTFIELDS

o PeopleSoft General Ledger defines the financial structure of an organization into structural
components called ChartFields. These fields classify a company’s chart of accounts into the
appropriate reporting entities and expenditure categories for financial reporting. When these
individual ChartFields are combined together (in what is known as a ChartField distribution string)
there are almost an unlimited number of ways to identify a single transaction. The following Chart
provides a listing of how the ChartFields have been configured for the State of North Dakota.

State of North Dakota PeopleSoft Comments

Agency (3) Business Unit (5) These have been made into 5
characters by adding 2 zeros
to the current 3 characters.

Fund (3) Fund (5) The SAMIS fund value will

translate across. Federal fund
will use the Grant number and
the last digit of the Grant year.

Appropriation (3) Operating Unit (3)

Appropriation Line (2) Class (5) Since this field is stored at the
state level, the appropriation
number was added to identify
the operating unit.

Cost Center (4) Department (4)

Object Code and GL Account | Account (6)
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State of North Dakota PeopleSoft Comments
Project and Grant Project (15)
LEDGERS

Ledgers store the posted net activity (account balance) for a set of ChartField values by accounting
period and fiscal year. PeopleSoft allows for the use of an unlimited number of ledgers. State of North
Dakota maintains and posts transactions to nine different ledgers groups. The majority of activity will be
posted to the Actuals ledger.

Ledger Group Description

ACTUALS The Actuals ledger records financial transactions from modules such as
accounts payable and journals manually entered into the General Ledger.

CAFR This ledger is used to post adjustments to the Actuals ledger.

FULLACCRUE This ledger is used to post adjustments from the modified accrual basis to
the full accrual basis.

APPROPRIATION This ledger records a controlling budget and is the highest level of budget for

the state. ChartFields include operating unit and a rolled-up fund.

APPROPRIATION Controlling ledger that utilizes the class and operating unit ChartFields.
LINE
DEPT This ledger is used to track detail budgetary activity at the complete

department level.

BUSINESS UNITS

A GL Business Unit in PeopleSoft is a logically structured financial reporting entity with a set of self-
balancing books. For example a Business Unit could represent either a single agency of the state
government or a single fund administered by a public agency.

Other modules must contain at least one Business Unit specific to that module for each GL Business
Unit.

JOURNALS

Journals represent transactions that are processed through the General Ledger and Posted to the
“Actuals” ledger. In addition to journals entered directly, the General Ledger will also receive journals
from the Accounts Payable and Payroll.

Journals are the basis of all the financial information that is reported and analyzed, which means the
accuracy and timeliness of journal information is critical. One of the key features of PeopleSoft is the
ability to efficiently create and accurately post journal entries to the ledgers. This is accomplished
through the use of functions such as standard (recurring) journals, journal copy, background and online
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posting, journal upload, SpeedTypes, and combination edits. These, and other functions that enhance
journal processing, will be discussed later in this reference manual.

EFFECTIVE-DATING

Information stored in critical PeopleSoft General Ledger tables is keyed by effective date, which is the
date that the information will take effect. Storing information by effective date maintains historical,
current, and future versions of critical data for quick retrieval. Effective dates are determined through the
comparison of the system date to the effective date associated with the transaction being processed.

For example, if you plan to establish a new account as of April 1, 2003, create the new account with an
effective date of 4/1/2003. No journals or transactions from the sub-module can be posted to the newly
created account unless the transaction has an effective date equal to or greater than 4/1/2003.

PeopleSoft's effective-dated design enables an organization to anticipate, prepare for, and responds to
changes easily. New Accounts, Funds, Operating Units, Projects, Class, and Depts can be created in the
General Ledger system months before planned activation dates, and activity can be recorded for these
new ChartField values when their effective dates become active.

Effective dates are accompanied by status codes of active and inactive. These codes enable the
maintenance of historical changes within a table by recording the time period that the data is active along
with the periods that the data is inactive. The inactive status is used to prevent the use of data outside of
its active period while still allowing reporting of the same data within its active period. This is very useful
for historical or comparison reporting.

PS —General Ledger Page 7 of 108
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONUEC

MAXIMUS N
il North Dakota ERP Project

DEPOSIT JOURNAL ENTRIES

This section of the reference manual will focus on the steps required and pages related to creating a
Journal Entry for posting to the Actuals ledger. The steps are as follows:

1. Enter and Save a Journal Entry

2. Edit and Budget Check
3. Print Journal Entry

STEP 1: ENTER AND SAVE JOURNAL ENTRY
Journal entries are made up of two sections (1) journal header and (2) journal lines.

The journal header contains three attributes that uniquely identify the journal: journal ID, journal date, and
Business Unit.

Journal lines record the monetary and statistical amounts and ChartField values associated with each line
of the transaction.

Once the header and line information is entered and saved, journals can be edited and posted. Follow
the navigation below to input a manual Journal Entry:

Navigation: General Ledger > Journals > Journal Entry > Create Journal Entries > Add a New Value
Tab

Journal Entry

Find an Existing Value " Adda New Value

Business Unit: |1 1000 Q]

Journal 1D: MEXT

Journal Date: |u3r1 22003 B

Add

Find an Existing Value | Add a Mew Value

Business Unit - The Business Unit will default based on the User’s preferences.
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GL Journal ID - will always default to NEXT. The system automatically assigns the next available
journal number to the Journal Entry.

Journal Date- will always default to the current date. This date may be changed at this time to effective
date (future date or back date) the Journal Entry. The entry cannot be backdated to a closed period.

The Journal Entry component group has five pages:
1. Journal Entry Header
Journal Entry Lines
Journal Totals
Journal Entry Errors — This will be discussed in other sections of the manual.
Journal Entry Approval — This page is not used by the State of North Dakota.

ok wN

After clicking il the Journal Entry Header page will appear.

JOURNAL ENTRY HEADER PAGE

The journal header contains information that uniquely identifies the Journal Entry. The unique information
is the Business Unit, Journal ID, and Journal Date. This is the information that was initially entered to
create the journal; at this point these unique identifiers cannot be changed.

Note: The journal ID will change from “NEXT” to a number when the Journal Entry is saved or
edited.

[/ Header Y Lines Y Totals )" Emors Y Approval |

Unit: 11000 Journal ID: MERT Date: Q6172004

Long Description: | i’
“Ledger Group: IW =Y [T Auto Generate Lines

Ledger: I Q) ™ Adjusting Entry

*Source: lE ﬂ Fiscal Year: 2004

Reference Number: I Period: I 12 4]

S.JE Type: I :'I ADB Date: IUEH Tiz004
Journal Class: I ﬂ [T Save Journal Incomplete Status
Transaction Code: IGENERAL 4

Currency Defaults: USDJ CRRMNT 1

Eeversal: Do Mot Generate Reversal Commitment Cantrol
Bl s=vel  [ElHatity |5 Refrash [Eadd | | E] UpdatesDizplay

Header | Lines | Totals | Errors | Approval
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The Journal Entry header also contains options for creating adjustment period entries as well as options
for reversing the Journal Entry. The adjustment period is an additional period beyond the 12 monthly
periods for year-end adjustments.

Long Description — This field is useful for recording a detailed description regarding the journal. The
length of this field is 254 characters. The first 30 characters of the description will appear in prompt lists
for journals.

Ledger Group — This field defaults to “ACTUALS”. Substantially all transactions will fall under the
ACTUALS ledger. There are other ledger groups that will be used periodically for GASB 34 reporting and
can be selected if needed.

Ledger — This field will typically not be used. It should only be used if the Ledger Groups contains
multiple ledgers and the Auto Generate Lines option has not been selected. If the Commitment Control
Ledger Group is selected you MUST select a ledger. The Ledger Group, Ledger and Auto Generate
Lines cannot be changed once you start entering journal lines. If this field is left blank it indicates that the
journal lines can be distributed to any existing secondary ledgers.

Adjusting Entry — This field is typically not used. It provides a means of differentiating year-end
adjustments from normal monthly entries. If this box is checked the journal entry will be posted to period
998 instead of accounting periods 1 through 12.

Source — The journal source field identifies the entity responsible for the Journal Entry. Initially, all
journals entered on-line should have a source of ONL.

Reference Number - Can be used to refer a Journal Entry back to a document, User, invoice, datte, or
any information that could be helpful in tracking the source or identity of the transaction.

Period — Displays the Period the journal entry will be posted to. You can change the adjustment period
by clicking the period box to display a list of valid adjustment periods (as defined on the Detail Calendar)
and selecting the one to which you want this entry posted.

Save Journal Incomplete Status - Use this option when you are unable to complete entering journal
transactions and anticipate finishing the entries at a later time. When selected, you can enter incomplete
journal transactions and save them with a status of T - Journal Entry Incomplete. When you complete the
journal, clear the checkbox.

Transaction Code — Enter a code that indicates the appropriate Inter/IntraUnit Payable or Receivable
account. The State of North Dakota will always use GENERAL here.
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Reversal — Defaults to “Do not Generate Reversal’. To automatically reverse an entry in a future
accounting period (as with an accrual), click on the link and then choose one of the date options shown
on the Reversal Page.

Do Not Generate Reversal — No reversing entry will be created. This is the system default.

Beginning of Next Period - Creates a reversing entry dated the first day of the subsequent
accounting period based on the accounting date of the journal.

End of Next Period — Creates a reversing entry dated the last day of the subsequent accounting
period based on the accounting date of the journal.

Next Day — Creates a reversing entry dated the next business day.

Adjustment Period — Creates a reversing entry to the adjustment period you select.

On Date Specified — Lets the user select any date in the calendar of the target (posting) ledger.

Commitment Control — Click to open the Commitment Control page where you specify the Commitment
Control Amount Type for a control budget. This option is available only if the commitment control option
has been enabled. The default is “Actuals and Recognized”, which will be used almost all of the time.

PS —General Ledger Page 11 of 108

MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONUEC

MAXIMUS N
il North Dakota ERP Project

JOURNAL ENTRY LINES PAGE

Navigation: Click on the Lines tab to move to the Journal Entry Lines Page.

Use the Journal Entry Lines page to record the transaction lines that comprise the Journal Entry (i.e. the
debit and credit amounts). The journal line page defaults to a single journal line. After entering
ChartField values in line 1 click on the insert row icon ll below the journal lines. The number of journal
lines you selected will be inserted. These new line will be populated by many of the ChartField values in
line 1.

[ Header " Lines Y Totals Y Ewors | Approval

Unit: 11000 Journal ID:  MEXT Date:  (G/17/2004 *Process: |EdiN0Ufna| =] Process |
Template List Change Values [nterlitatint |
Customize | Find | ]
Select Line *Unit Entry Event Account Fund Amount Reference Journal Line Description
- {11000 Q) [442000 QJ 105251 oot Q)] 592.23 | |cash & Equivat BND - Cul
-z [11000 & [444000 QJ 105251 Joor & 75.43 | |cash & Equivat BND - Cul

Lines to add: I 1+ =

rize | Find | View Al B8 First (4] 1061 [P] Last
Unit Total Lines Total Debits Total Credits Journal Status %ﬁ‘%
11000 2 1,784.45 0.00 M M
& savel ([ElNctity | Refresh EAdd | [Z Update/Display

Header | Lines | Tatals | Errars | Approval

Unit — References the Business Unit (State Agency.) This field also defaults to the Business Unit from
the journal header. It should only be changed if the journal entry is between state agencies.

Entry Event — Enter the revenue object here. The value here will eventually trigger a debit to cash and a
credit to the revenue account.

Account — The account code identifies the functional categorization for each transaction. For instance
whether the line is coded to a cash account or an expenditure account such as payroll expense. The
States previous system recorded these values in the Object Code and Revenue Code fields. For a
deposit entry leave this field blank. Entry Event processing will fill in the values here.

Fund — Enter the number that represents the Fund or Grant.

Amount — Enter the monetary amount. Positive amounts are debits and negative amounts are credits.

Reference — A ten-character field used for transaction descriptions.
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Journal Line Description — A thirty-character description field. If left blank, the account description will
default.

Note: The journals must balance by the fund and business unit. You can determine whether the
entry balances by business unit by viewing the total debits and credits by business unit at the
bottom of the lines page.

Buttons/Link on the Journal Line Page

The following is a description of the icons on the journal lines page

Process | Select a task and click on this button to perform the task. Options
include:
Edit Journal — This process runs the Edit Checking process on the
current journal. It also invokes the budget checking process if the edit
check is valid.
Budget Check Journal — This process will normally not be run
independently of edit. Both processes are tied together and initiate after
selecting the edit check process. It should be selected however, when
rerunning the budget check after the initial edit was success full, but the
budget check had failed. This would be indicated by Journal Status of V
(valid) and a Budget Status of E (error).
Post journal — This process initiates the journal posting process. Only
journals that have been successfully Edit Checked and Budget Checked
are eligible for posting.
Print Journal- Prints the journal.
Copy Journal — Copies the Journal Entry to a new journal.
Delete — Deletes the current journal.
Refresh Journal - Retrieves the journal from the database to the page
again.
Edit ChartField - Initiates the journal ChartField edit process to check if
the journal has any ChartField related errors, including ChartField edit
and combo edit.

Interiintralinit | Click to display Inter/IntraUnit groups box with row counts. This is used
for Inter Unit accounting.

Template List Access this page to specify previously created templates that define
which columns appear in the Journal Lines page. Fields are visible on
journal lines unless you create specific journal entry templates to make
them unavailable. The State of North Dakota has made several fields not
visible.
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Change Values Access the Change ChartField Values page to make global changes to

the following ChartFields in your journal. Enter the existing field value and
the desired value to which you want to change it. The change will be
applied to the journal lines currently displayed on the Line scroll area.

Speed Type Often there are common transactions in which the same combination of
ChartField values is used repeatedly. By creating shortcut keys called
SpeedTypes for these frequently used ChartField combinations, you can
greatly increase Journal Entry efficiency and reduce errors.

Journal Lines Scroll Area

El To add additional lines to the scroll, enter
the number of lines to add in the Lines to
add field and click the Insert Journal
Lines button.

melect the check box for any journal line
you want to delete and click the Delete
Selected Journal Lines button.

Template List — Journal Entry Templates

The Journal Entry Template identifies which fields will be shown on the journal entry. The users will not
typically need to modify the template.

Template List - Journal Line Copy Down

The Journal Line Copy Down settings for templates appear on the same page as the Journal Entry
template. It has the same tabs and the same toggle as described for the Show Journal Line Grid. It
shows which field values will be copied down from the first line of the journal entry if lines are added to
the journal entry.
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JOURNAL ENTRY TOTALS PAGE

Navigation: Click on the Totals tab to move to the Journal Entry Totals Page.

Control totals can be used to help ensure the accuracy of journal data and can be particularly helpful
when entering a large number of journal lines.

This page summarizes the Journal Entry and shows the total debits and credits in the Journal Entry by
business unit, Fund type, and Class-funding. This page is helpful in identifying out-of-balance situations.

[ Header ¥ Lines | Totals Yy Erors  } Approval

Unit: 11000 Journal ID: NEXT Date: 061752004
First (4] 1ot 1 [] Last
+ —
*Unit *Ledger Book Code Bal Sheet Ind |Fund Adjustment —I—I
|1 1000 Q) IACTUALS Ql | Ql | Ql “001 Q |
currency: IDSD Al Debits: | Debits: 1,784.46  Dehits:
Credits: | Credits: 0.00  Credits:
Net: 1,784 46
Base Currency: LSO Debits: | Debits: 178446  Debits:
Credits: | Credits: 0.00  Credits:
Net: 1,784 46
Units: | Units: 0.0 Units:
Lines: | Lines: 2 Lines:
& save] ([EldNotity || Refresh B Add | | UpdaterDisplay

Header | Lines | Totals | Errors | Approval

After journal input, press the M button. At this time, the Journal ID will change from “NEXT” to an
actual assigned number.

STEP 2: EDITING, AND BUDGET CHECKING JOURNAL ENTRIES

JOURNAL ENTRY LINES PAGE

Navigation: Stay in the journal entry in step one, and select the Journal Lines tab. If you are not already
in the journal entry go to General Ledger > Journals > Journal Entry > Create Journal Entries > Find an

Existing Value Tab. Enter the Business Unit and press __=23"th

process.

. Then select the entry you wish to

Individual Journal Entries can be edited, Budget Checked and Posted “on-line”. This is accomplished by
utilizing Process field on the Journal Entry Lines page. Examples are contained in the following chart.
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Process | Select a task and click on this button to perform the task. Options include:
Edit Journal — This process runs the Edit Checking process and if successful
invokes the budget checking process on the current journal.
Budget Check Journal — This process should be selected only when a journal line
has previously passed Edit Check but has failed Budget Check. This would be
indicated by a Journal Status of V (valid) and a Budget Status of E (error).
Otherwise, this step does not need to be run independently of Edit Checking. (Note:
This is true only for on-line processing from the panel. Batch processing works
differently.)
Post journal — This process initiates the journal posting process. Only journals that
have been successfully Edit Checked and Budget Checked are eligible for posting.
At the State of North Dakota, a separate individual will do posting from the person
who created the entry.

Print Journal- Prints the journal.

Copy Journal — Copies the Journal Entry to a new journal.

Delete — Deletes the current journal.

Refresh Journal - Retrieves the journal from the database to the page again.

Edit ChartField - Initiates the journal ChartField edit process to check if the journal
has any ChartField related errors, including ChartField edit and combo edit.

Frocess

On the Journal Lines Page select the process “Edit Journal” and press the —I button. You
should see a blinking red “Processing” sign in the upper right corner of the page. Once it stops blinking
you should see a change in the statuses at the bottom of the page.

{ Header Y Lines Y Totals " Ewmors ) Approval |

Unit: 11000 Journal ID: 0000010668 Date: 061772004 ‘Process:|EdiJoumal  T] Process |
Template List  Search Criteria  Chanoe Yalues InterfIntralnit I™ Errors Only Line: W
Customize | Find | i
Select Line *Unit Entry Event Account Fund Amount Reference Journal Line Description

o fr1000 (@] [442000 Q 105251 joot Q] 892.23 | |Cash & Equiv at BND - Cul
ooz {11000 @] 444000 Q 105251 o & 75.43 | |Cash & Equivat BND - Cul
T3 [ro00 @] 442000 442005 foo @) -892.23 [cash & Equivat BND - Cui
(A [r1o00" (@ 444000 444005 =Y 7543 [cash & Equivat BND - Cui

Lines to add: I e

Customize | Find | Wiew All | u First (4] 1of 1 [¥] Last

Unit Total Lines Total Debits Total Credits

11000 4 467 66 467 66

B save] ([Elnotify | [ Refresh

Header | Lines | Totals | Errors | Approval

[k add | | Update/Display

The Edit Journal process will invoke both edit and budget check if the edit is valid. Upon successfully
running this process, both Journal Status and Budget Status should be “V”.
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Note: We will discuss what to do if the statuses are different later in this document.

North Dakota ERP Project

STEP 3: PRINTING JOURNAL ENTRIES

JOURNAL ENTRY LINES PAGE
Navigation: Stay on the Journal Entry Lines page.

Frocess
Select the Process “Print Journal” and then press the —I button. There is nothing more to be
done on this page.

REPORT MANAGER

Navigation: Reporting Tools > Report Manager. Then select the Administration tab.

Explorer List  f Administration % Archives

User: Ikrevnulds Type: I_"lLast: |_1|Day5 vl Refresh |

Status: I "I Fulder:l j Instance: | to: |

Report List I nize | Find | L First El 1-6 of & III Last
Select Report Prcs Report Description Rﬂ@ Format Status Details View
1D Instance Date/Time
: 03122003 HTML Documents : :
| 1246 2360 Journal Entry Print 1314 36EM ¢* hirm) Fosted Details Wiew
- 1232 221 Pay Cyecle Process g?ﬁ%gﬁf TextFiles *.th FPosted Details Wiew

On this page, click Y% by the report you would like to see.

Note: Adobe Acrobat must be installed on your machine in order to see the report.

Rapart I: GLorse Paoplesott ANancialn Page No. 1
JOURHAL ENTRY DETAIL REPORT Run Cots 12.Mar 2002
Run Tims 11421 PM

unit: Hoon Laoger Group: ACTURLS Forsign Cumenes: uso
Joumal Ity 0000005020 Source OHL Rats Topa CRRHT
Dote: 12.Mar 2003 Favirmal: Horne Emtact va Cats: 12.Mar 2003
Dereription. Demo journal Re varual Cata Etciangs Rabs 1.00
Lhe® AN ATAConD UperE Frdiod Depanme st Frogram (8= BrogetReT =G SEIDCE AMT Rak e LE) Forelgn Amonit Hare Amont
Frodict Project AmMIEE Frdemee  soeaaEno Book o
11000 Totl Linst z Toll B e Cubite 113% Total Bats Creaity 131 .1E
1101001 10 o 1000 11020 CRRNT 1.00000000 122.22 USD 13222 USD
Deserption: Petty Cazh Rk [ence:
3611010 1o o 1000 1030 CRRNT 1.00000000 -132.31 USD -132.23 USD
Deserption Dues & hemberships Rekieie
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SPEEDTYPES

You often have common transactions in which you must enter the same combination of ChartField values
repeatedly. By creating shortcut keys called SpeedTypes for these frequently used combinations of
ChartFields, you can increase journal entry efficiency and reduce errors.

Assume that you regularly post expenditures to a specific ChartField string. Each time that you create a
journal entry that describes this transaction, you enter the same business unit, account, operating unit,
fund, class, dept, program, and project. Using a SpeedType key that you define, you can type in one
alphanumeric code that automatically enters most of these ChartField values.

STEP 1 — SET UP SPEEDTYPES

SPEEDTYPES SET UP PAGE

Navigation: Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > Speed Types

SpeedTypes

Find an Existing Value | Add a New Value '\

SetlD: |11unn Q|

User ID: |

L 1L

Primary Permission List: |

SpeedType Key: I
Add

Find an Existing Walue | Add a Mew Value

At this page, the SetID will default based on your user preferences. Please change the SetID to the
desired value (your business unit) and populate the other fields as desired. The Key can be any

combination of letters and numbers. Entering a user or permission list will limit the usage of the

SpeedType. Once the desired information has been entered, press il

page should appear.

button. The following
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{ SpeedTypes
SetlD: 11000
Type of SpeedType: Universal (all Users)
i First (41 1.0t 1 [P] Last
*SpeedType Key: W ll;l
Description: |Dem0
Account: IW@ Donated Commodities
Operating Unit: 110 G ome
Fund Code: oo &) GEMERALFUND
Department: I1UDD— g Administration
Program Code: I— Q)
Class Field: IHDSD—Q Operating Expenses
Project: l— =Y
Currency Code: I— Q)
istics Code: I— Q)
________________________________________________________________________|
M (3 Return to Search | ([E7Matify M}

Once the chart fields are entered, press the & save button. This completes the set up of speedtypes.

STEP 2: USE THE SPEEDTYPE IN A JOURNAL ENTRY

JOURNAL ENTRY LINES PAGE
Navigation: to General Ledger > Journals > Journal Entry > Create Journal Entries > Add a New Value

Tab.
On the Add a New Value Tab, change the business unit and date to the desired values and press

Add | After adding any required information in the Journal Header tab, move to the Journal Lines
Tab. An example of that page follows:

Header Lines \". Totals Errors Approval
Unit: 11000 Journal ID:  MEXT Date:  03/12/2003 *Prucess:|Ed"J°Ufna| :I' F'f00999|

Template List Change Values Interfintralinit |
¥ Lines
Select Line *Unit Speed Type Account Oper Unit Fund Dept Program Class |
Qoo Jitooo” Q| speed Tupe | =Y = Q| Q| Q| Q.

Lines to add: I 1+ =]

Custamize | Find | First (4 1064 [P] Last
Unit  TotalLines Total Debits Total Credits ~Journal Status St
11000 A 0.000 0.000 T M
E Save ElNutify 'JRefresh
Header | Lines | Totals | Errors | Approval
PS —General Ledger Page 19 of 108
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On this page, press the 202ed T2 hyperlink to pull up the Speedtype selection box below.

Note: See the Journal Entry section of this manual if you need a refresher on other aspects of the
journal entry. This section only focuses on speedtypes.

SpeedType List

Speed Types
5 SpeedType Key  Account Alt Acct Oper Unit Fund Dept Program Class
v 1000 632010 110 Qo1 1000 11030

0k | Cancell Refreshl

Click on the “Selected” box and press LI This will bring you back to the Journal Entry Lines page
below.

ader f Lines \‘ Totals Errors Approval

11000 Journal ID:  NEXT Date: 0311212007 'Process: I Edit Journal 'I Frocess |
alate List Change Values Interfintrallnit
il *Unif i ¢ Budget
elect Line Unit Speed Type Account Oper Unit Fund Dept Program  Class Projects  Amount Date

[ |110M@|m &l fooi @ [1ooo Ql @l [rrozn | Proieds [0 21 B
3 to add: I 14 =1

C D First (] 101 1 [M] Last
Total Lines Total Debits Total Credits  Journal Statys  Suduet

Status
o1 .00 .00 T ]

cel  [EdMetity |12 Refresh

‘| Lines | Totals | Errors | Anproval

As you can see, all ChartFields are populated and ready for normal journal entry processing as described
earlier in the Journal Entry section of this manual.
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COPYING JOURNAL ENTRIES

This section provides an overview and discusses how to:
e Run the copy journals process
o Define copy journal dates

Understanding Copying Journals
You may find that similar or identical journals recur with some frequency. To avoid having to retype the
same information, you can use an existing journal as the basis for a new journal entry. You do this on the

Copy Journal page.

You can copy posted or unposted journals and then change the header or detail lines, as desired. The
copied journal must have a new journal number. The following can be different:

Date You can copy to either a new journal date

Ledger In order to be able to copy a journal to another ledger, both ledgers need
to be in the same Ledger Group and Keep Ledgers in Sync should not
be enabled.

Document type This is not applicable to the State of North Dakota.

Additionally, you can create reversals for the copied journal regardless of whether the original journal had
reversals. And you can change the signs of the copied journal.

STEP 1: PREPARE COPY JOURNAL REQUEST

Navigation: General Ledger >Journals > Journal Entry > Copy Journals

Initially, you need to select the “Add a New Value” tab and give it a description such as “Journal_Entry.”
The following page will appear. (Subsequently, you may select the “Find an Existing Value” tab and type
in “Journal_Entry.”)

Copy Journal

Find an Existing Value | Add a New Value |

Run Control ID{"@Inurnal_E ntry

A

Find an Existing value | Add a Mew Yalue

Press L_~dd | (or _Search I in the Find an Existing Value page). This brings you to the following page.
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Copy Journals Request

Run Control ID:  Joural_Entry ReportManager  Process onitor _ R9"

Language: English ¥

Process Requests C 76 | Find | Vi B First (0 1001 [ Lag
Save Journal

‘Process . N " " Reverse Recalculate P——r—

Frequen Unit Journal ID Date New Journal ~Mew Date Reversal Cur Effit Signs  Budget Date ISn%lrJr;rm

||0nce =] 11000 [Qf[oooooozzzr Q| [oz24m3 2| MEMT 031272003 )] Reversal |03r12f2003 Bl r r El=

Select the language in which you want your report printed in the Language drop-down list box.

Enter the information to identify the journal you want to copy, including the business Unit, Journal, and
journal Date. If the journal is for a ledger group that contains multiple ledgers and does not have Keep
Ledgers in Sync enabled, the ledger column appears; enter the Ledger.

Type the New Journal ID of your choice.
Enter a New Date for the journal.

Click on the Reversal hyperlink to open the GL Copy Journal Processing page where you specify
processing options for the journal date for the reversal. This is discussed in detail in the next section.

Select Reverse Signs if you want the new journal to have the opposite sign from the original journal.
The new journal will be marked with a status of Not Yet Edited, and you must edit it before it can be
posted. As a rule, editing a journal executes the validation process required for posting.

If the Recalculate Budget Date is selected, the SJE process will set the budget date as the journal date
otherwise it will copy the old budget date. This box should usually be checked at the State of North
Dakota.

If Save Journal Incomplete Status is turned on then the new journal will be saved in an incomplete
status.

CoPY JOURNAL REVERSAL HYPERLINK
Navigation: Click on Reversal hyperlink within the Copy Journal Page.
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GL Copy Journal Processing

= Do Not Generate Reversal

" Beginning of Next Period

" End of Next Period

" Next Day

" Adjustment Period

" On Date Specified By User

—
—

Adjustment Period:

Reversal Date:

O

¥ Same As Journal Reversal
7 On Date Specified By User

—

ADB Reversal Date:

| Cancel |

Under Reversal Date, select the appropriate reversal option:

Do Not Generate Reversal

Beginning of Next Period

End of Next Period

Next Day

Adjustment Period

On Date Specified By User

PS —General Ledger

Assumes no automatic reversal of this entry. This is the default.

Creates a reversing entry dated the first business day of the next
accounting period. It uses the business calendar that you assigned to
the business unit on the General Ledger Definition — Definition page to
determine the first business day.

Creates a reversing entry dated the last business day of the next
accounting period. It uses the business calendar that you assigned to
the business unit on the General Ledger Definition — Definition page to
determine the last business day.

Creates a reversing entry dated the next business day. It uses the
business calendar that you assigned to the business unit on the General
Ledger Definition — Definition page to determine the next business day.

Enables you to select the adjustment period for which the new journal is
to be created.

Enables you to select any date in the calendar of the target (posting)
ledger. When you select this option, the system makes available the
Reversal Date edit box for you to enter the appropriate date.
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Reversals are marked valid and ready to post when created; they don't need to be edited. When the
journal date falls within the journal dates, fiscal year, and open periods specified on the Journal Post
page, the system will post reversals as soon as they are created.

North Dakota ERP Project

Click il to return to the Copy Journal Request page.

STEP 2: RUN THE COPY PROCESS

PROCESS SCHEDULER

R
From the Copy Journal Request Page, press the Ll button. This brings you to the process
scheduler page below.

Process Scheduler Request

User ID: kreynolds Run Control ID: Journal_Entry

Senver Name: [ ~| Ryunpate:  [03/122003 [
Recurrence: I 'l Run Time: |2:46:DDPM Resetto Current Date/Time |

Time Zone: [ 4

Select Description Process Name Process Type ‘Type *Format
W Journal Copy Process GL_JRML_COPY  Application Engine  |web | [T =] Ed
Ok, | Cancel |

Make sure the Server Name is PSNT and the Select box is checked for Journal Copy Process. The

press LI This kicks off the Journal Copy Process and brings you back to the Copy Journal
Request Page below.

[ Copy Journals Request ',

Run Control ID:  Journal_Entry Eeport Manager Process Monitor Run I

Language: IEninsh j' Frocess Instance: 2427

Process Requests Custamize | Find | Vi
*‘Process . . . . . Reverse Recalculate
Frequen Unit Journal ID Date New Journal —Mew Date Reversal Cur Effidt

Signs  Budget Date

fonce =|[11000 [Q) [oooooozazy (@ fozrza03 @ [ 22003 ) Reversal [03nzzons B T F~

You should notice the new journal entry number and the Process Instance.

Note: Journals can be copied directly from the Journal Lines Page by using the Process Name:
Journal Copy. This may be more expedient.
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JOURNAL ENTRY DELETE

To delete a journal, select Delete Journal in the Process field on the Journal Entry — Lines page and
click Process. The system prompts you with a message before deleting the journal.

Note. You can delete only journals that have not yet been posted. The system makes no audit trail
of the deletion because it assumes you are correcting a mistake.

You can delete a journal that has not been posted. Select the Delete Journals checkbox on the Standard
Journal Batch page.
If the journal has been budget checked one of several things can happen:

e You can delete a journal that is not yet posted after it successfully passes budget checking.
Delete it by navigating to the Journal Lines page, Process field, and choose the option to
Delete Journal. This process calls the budget checking module, which reverses the budget
entries.

o Depending upon the budget setup, Budget Checking runs before the journal is deleted. If deleting
the journal violates the budget checking rules, the journal will fail budget checking and cannot
be deleted.

e If an error occurs during the budget checking process, (for example, budget on hold or closed),
the journal will not be deleted.

Note. You can also unpost journal entries that have been posted which is discussed elsewhere.

RUN DELETE PROCESS

Navigation: General Ledger > Journals > Journal Entry > Create Journal Entries > Find an Existing
Value Tab

Press ﬂl and select the journal entry to be deleted.

JOURNAL ENTRY LINES PAGE

Within the journal entry move to the “Lines” tab. The following is an example of the lines page.
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{eader Lines \'. Total= Erraors Approval
— ~

it 11000 Journal ID: 0000005021 Date:  03i1212003 *Proce Process |
mplate List  Search Criteria Change Yalues Interfintralinit | ™ Errors Only Line: | 10

Lines

Select Line *Unit Speed Type Account Oper Unit Fund Dept Program Class Projects Amount

Il 1 [r1o00 & Speed Type [535020 Q110 Q460 [Q][z020 Q| Q] [11040 Q] Projects 711

oz [r1oo0 (@) speed Tune [105251 Q110 Qlf4s0 Q] [z000 Q| Q| f11030 @] Projects 7.1

\es to add: I 1+ =]

it TotalLines Total Dehits Total Credits Journal Status  Budaet

Status
ooo 2 711 711 I I

save] [CLRetumn to Search | (45 MextinList ] [+E Previous inList ] ([ENetity | (£ Refresh |

ier| Lines | Tatals | Errors | Approval

Within this page, change the Process to “Delete Journal” and press Process. You will be asked if you
are sure you want to delete the journal. Just click yes. The following confirmation will pop up on your

screen.
Microsoft Internet Explorer x|

& Journal 0000005021 is deleted. (5210,7)

No further work is necessary.
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JOURNAL ENTRY EDIT ERRORS

Navigation: General Ledger > Journals > Journal Entry > Create Journal Entries > Find an Existing
Value Tab

Journal Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value *{_Add a New Value

Business Unit: = E [11000 ey

Journal ID: [ begins with > ||

Journal Date: [= =

Line Business Unit: [= =] [11000 Q

Journal Header Status: |: j |.quurna| Has Errors j
Budget Checking Header Status: | = j | j
Source: = - | al

Search | | Clear | Basic Search [g) Save Search Criteria

Enter criteria for Journal Header Status of “Journal Has Errors.” Then press ﬂl. Select any of the
journals in the Search Results box. The following is an example Journal Lines Page with errors.

JOURNAL ENTRY LINES PAGE
N
Header Lines Y Totals N Emaors ) Approval

Unit: 11000 Journal ID: 0000004915 Date:  (2726/2003 ‘Process:|EditJoumal =] _Process
Ternplate List  Search Criteria  Ghange Values Interintralinit I™ Errors Only Line:m
¥ Lines
Select Line Unit Speed Type Account Oper Unit Fund Dept Program Class Projects Amount

oo [r1oo0 Q) sneed Type [521015 Q[r1a Qoo @ [3000 =Y Q[rio1o Q] projects | 500.00
Linestoand: | 1 [*] [=]

First [4] 10t 1 [¥] Last

Unit  Total Lines Total Debits TotalCredits JourMarstatys oo e
11000 1 500.00 o.ou N

@ save) [(CLReturn to Search ] ([EMotify | (2 Refresh |

Header | Lines | Tatals | Errors | Approval

You can view journal entry errors by clicking the E in the Journal Status section of the Journal Entry -
Lines page, by clicking on the “Errors” tab at the top of the page or by clicking on the “X” on any line
under the Error column. Either of these navigations takes you to the Journal Entry — Errors page.
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Header Lines Totals { Errors i Approval
Unit: 11000 Journal ID: 0000004315 Date: 0212652003
¥ Header Errors Customize | Find |":t First (4 1.0f 1 [¥] Last
Unit Field Hame Field Long Hame Set Msg Message Text
11000 JRML_HDR_STATUS Journal Header Status 5860 48 Journal is not halanced on journal totals ar balancing chartfield totals.

¥ Line Errors Customize | Find |":t First [0 105 1 [ Last
Message Text
Mo journal line between line 1 and line 1 is marked in errar.

ﬁ Save QReturn to Search) E'Notify ) fo Refrash ) Bk add

NOTE: Information regarding any Budget Checking error is shown on the Budget Exceptions
Page later in this manual.

This page describes the errors (both header and line errors) that occurred and which journal lines contain
the errors. The Field Name for the field in error is shown. It also displays message Set that contains the
error message, the Msg (message number), and Message Text. The example shown above only has
header errors.

Click the business Unit in the Header Errors scroll to open the Journal Entry — Lines page and position
the cursor in the Journal Status of the Totals scroll.

Click the Line # number in the Line Errors scroll to open the Journal Entry — Lines page and position the
cursor in the line and field with the error.

Corrections must be made on the Journal Lines page and the Journal Entry must be re-Edit Checked and
Budget Checked successfully before the Journal Entry becomes valid for posting.
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STEP 1: VIEW THE EXCEPTION

Navigation: Commitment Control > Review Budget Check Exceptions > Journal

This component can also be accessed by clicking on the Budget Status value (E) on the Journal Entry
page.

GL JOURNAL EXCEPTIONS TAB: BUDGET OVERRIDE

{ GL Journal Exceptions ' Line Exceptions

Business Unit: 11000 Journal ID: CHY5202088 5 Journal Date:  12/21/2002
*Exception Type: I Error 'l ™ owverride Transaction EE %
Maximum Rows: | 100 I” More Budgets Exist Advanced Buddget Criteria

Budgets with Exceptions Custornize | Find | view &l | B8 First (0 1061 [ Last

Budget Override Budget Chartfields EERL

Business Ledger Override

Unit Group Budqet Transfer
1@, 11000  APP_LM r coTo.H®

ﬁ Savejl l::lF-!eturn to Searchjl E|Notif§,r :I

Exception Type - The budget checking status of the transaction. Displays whether the exception is an
“Error” or a “Warning.”

Override Transaction - Enables the entire transaction to update the control budget, even if error
exceptions exist. Only for users with the appropriate security access will be able to do this. This option is

not available if the transaction passed budget checking with only warning exceptions.

Maximum Rows - The maximum number of rows that may be displayed in the scroll area.
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More Budgets Exist - If selected, the transaction has more exceptions than the number entered in the
Maximum Rows field.

IE- Click Budget Override Available Info button to determine why you can't override a single budget
entry. Click the Tran Override Available Info button to determine why you can't override the entire
transaction. The information displayed is determined on your location.

E_ - The Budget Check button runs the Budget Processor again if the journal entry was changed.

E- The Budget Check Details button opens the Commitment Control page, where you can see the
source transaction type and the amount type for the journal entry.

E - Click the Fetch Selection button on transaction exception pages to refresh the Budgets with
Exceptions scroll area. Select on line exception pages to refresh the Transaction Lines with Budget
Exceptions scroll area.

e
m - Accesses detail pages, where you can view the reasons for the exceptions.

A The View Related Links button will open a page with the following options:

Go to Source Entry — This will open the Journal Entry component so that changes can be made to the
voucher.

Go to Source Inquiry - This will open the Journal Entry Inquiry component to view the voucher.

Advanced Budget Criteria - Accesses the Budget Exceptions - Refine Inquiry Criteria page, where you
can restrict rows to specific business units, ledger groups, and accounts. Leave these fields blank to
return all values.
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GL JOURNAL EXCEPTIONS TAB: BUDGET CHARTFIELDS
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The Budget ChartFields displays the rolled-up ChartField values for the budgets with exceptions.

* GL Journal Exceptions ' Line Exceptions

Business Unit: 11000 Journal ID: CNVEEUEUQBE Journal Date: 1212112002
*Exception Type: I Error "I ™ Override Transaction & E %
Maximum Rows: | 100 " More Budgets Exist

Advanced Budaet Criteria

Budgets with Exceptions
Budget Owertide | Budget Chartfields

Al B First [ 1011 [ Last

Business | edger Account Operating Class Budnet

Unit Group Lnit Period
1@, 11000 APP_LM 110 11060 200311

To determine the nature of the error, press the @, icon. This brings up the Exception Detail page below.

Exception Details

Budget Type: Appropriation Line Budget

Transaction Type: General Ledger Journal

Exception Type: Errar

Business Unit Journal ID Journal Date
11000 ChY3202098 122112002

Budget Exception Details and the Transaction Lines

Exception Line Ledger Date Timestamp
Eiipzells Bl et 444 ACTUALS 024252003 7:38:08.7B0000AM @
Taolerance
Exceeds Budgat 432 ACTUALS 0242512003 7:38:08.7B0000AM @,
Taolerance

LINE EXCEPTIONS

The Lines Exceptions tab displays the actual details for journal entry lines with budget exceptions.
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GL Journal Exceptions | Line Exceptions |

Business Unit: 11000 Journal ID: CMNYS202088 5 Journal Date: 12i2142002
| ine Status: I Error 'I [ Owerride Transaction @ @ %
Maximum Rows: I 100 [ More Lines Exist

Line From: I ﬂ Line Thru: I ﬂ

Transaction Lines with Budget
Exceptions

r Line Yalues Line Chartfields Line Amount

Line Ledger Budget Date GL Business Unit
432 ACTUALS 12/21/2002 11000

444 ACTUALES 1272172002 11000

ﬁ Save QRetum to Sealch) ElNotif’y :l

Line Status — Displays the budget checking status of the transaction line.

Line From/Line Thru - To view a range of lines, enter the voucher line numbers in these fields. The
prompt list shows only journal lines with exceptions.

More Lines Exist - If selected, the transaction has more transaction line exceptions than the number
entered in the Maximum Rows field.

LINE EXCEPTIONS TAB: LINE VALUES

This tab shows basic information regarding the erroneous journal line.

LINE EXCEPTIONS TAB: LINE CHARTFIELDS

The Line ChartFields displays the actual (not rolled-up budget) ChartField values for the journal lines with
exceptions.

GL Journal Exceptions | Line Exceptions

Business Unit: 11000 Journal ID: CNVSEDQDQSE Journal Date: 12121020072
*Line Status: I Errar 'I [ override Transaction E @ %
Maximum Rows: | 100 ™ More Lines Exist

Line From: I ﬂ Line Thru: I ﬂ

Transaction Lines with Budget

Line %alues Line Chartfields Line Amaount

Line Account %;:Lating Dept Fund Code Class Program Code
@&, 432 712115 110 7140 il 11060
&, 444 712050 110 1000 211 11080
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LINE EXCEPTIONS TAB: LINE AMOUNT

The Line Amount displays the monetary amount for the journal lines with exceptions.

GL Journal Exceptions | Line Exceplions '

Business Unit: 11000 Journal ID: Chws202098 5 Journal Date: 1202112002
“Line Status: I Error "'I [ Owverride Transaction & %
Maxitmum Rows: | 100 ™ More Lines Exist

Line From: I ﬂ Line Thru: I ﬂ

Transaction Lines with Budget

Custorize | Find | View A1) B First [ 12002 D) Last
Line Amount

Exceptions
Line “alues

Line Chartfields

Line Foreign Amount _ Monetary Amount _
@, 432 26,500.00 USD 26,500.00 USD
@l 444 F3,000.00 USD f3,000.00 UsSD

STEP 2: CORRECT THE ERROR

After reviewing the budget control exception, use the View Related Links option # at the top of the page
next to the Journal; next select the Go to Source Entry link to transfer back to the Journal Lines page
where you can go to the Line field group to correct the error.
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STANDARD JOURNAL ENTRIES

With Standard Journal Entries (SJEs), you can automate the entry of similar or identical journals. You can
define three types of standard journal entries:

e Recurring

o Template

e Spread

Use Recurring journal entries for repetitive transactions that use the same accounting information and
amounts. Monthly rent, automobile lease payments, and amortization expenses are examples of
recurring items for which you might charge constant amounts to the same ChartField combinations each
period.

Use Template journal entries for regular, periodic transactions that you charge to the same ChartField
combinations using varying amounts. Examples include monthly payroll, utility, and telephone expenses.
You can schedule regular, recurring postings for standard journals, such as weekly postings, or schedule
postings for selected dates.

You have the option to schedule journal entries automatically on predetermined dates using template
SJEs. Examples include bonus payments and accrued interest. You can also create template SJEs for
known ChartField combinations without specific dates or schedules. You can set up schedules that
determine when standard journal entries will post, and you can enter recurring schedules, such as weekly
closings, or individual dates and times to help pinpoint specific events.

Use Spread journal entries for transactions for which the entire cost is spread proportionately throughout
the year.

STEP 1: CREATE OR IDENTIFY MODEL JOURNAL ENTRY

Navigation: General Ledger > Journals > Journal Entry > Create Journal Entries > Find an Existing
Value Tab

Before you can define recurring, template, or spread journals, you must first create model journal entries
using the Journal Entry pages. The standard entries and their models must be from the same business
unit.

STEP 2: CREATE OR IDENTIFY THE SCHEDULE TO BE USED

Schedules are used to automate and control the generation of recurring journal entries. You can define
daily, weekly, monthly, or annual schedules for recurring transactions such as closing schedules—or
schedule specific user-defined events such as expense report due dates.

Schedules control the frequency of processing. For example, if you pay your rent on the 15th of each
month, select a monthly schedule that specifies the day of the month as the 15th. By defining schedules
that are tailored to your accounting environment, you can easily automate the creation of a Standard
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Journal Entry (SJEs) or a group of SJEs. You can set up daily, weekly, monthly, annual, or user-defined
schedules. User-defined schedules enable you to specify specific dates and times.

North Dakota ERP Project

Navigation: Set Up Financials/Supply Chain > Common Definitions > Calendars/Schedules > Schedules
> Find an Existing Value

Schedules
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ' Add a New Value

SetiD: = = IS HARE ﬂ
Schedule ID: | begins with ¥ |

Search | | Clear | Basic Search [ Save Search Criteria

Search Results

12 of2
SetiD  Schedule ID Description
SHARE DAILY Daily Dceurrence

SHARE MOMTHLY  Monthly Distribition

From this page, you can view an existing schedule. All schedules will be in SetID “SHARE.” If your
desired schedule does not exist, you can switch to the Add a New Value tab and create one. In this case,
we will select MONTHLY. Upon selecting the run control the following page appears.

SCHEDULES PAGE
Schedules
SetlD: SHARE  Schedule ID:  MONTHLY *Description: IMontth Distribution
Description: Manithly Distribution =]
=l | T Monday V Jan ¥ Jul
o [ Tues ¥ Feb [ Aug
Frequency: ol [ Wednesday ¥ Mar # Sep
Month: I :l' [T Thursday V apr ™ oct
|—;| ™ Friday W May W Nov
Day of the Week:
[T Saturday V Jun W Dec
DayoftheMonth: | 1 [ LastDayof the Month I Sunday
User-Defined Events Customize | Find First (4] 10t 1 [P Last
*Occurrence *Date Hour Minute Description
1 ELE
B save ) Return to Search +E Frevious in List | ([E-]Hotify [ Add
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Frequency This specifies how often the event will recur. Values are:

Annually: Specifies an annual schedule. This option activates the
Month and Day of the Month for you to enter the values.

Daily: Specifies a daily schedule. The Daily option activates the Days of
the Week check boxes for you to select or clear specific days.

Monthly: Specifies a monthly schedule. This option activates the Day of
the Month and Last Day of the Month and the Months check boxes for
you to select or exclude individual months.

User Defn (user defined): Sets up User-Defined Events schedules for
specific dates when an event will take place. When you use this option,
you can enter an Occurrence number (for multiple occurrences), the
Date, and a Description. Do not specify Hours or Minutes for schedules
used for SJEs.

Weekly: Specifies a weekly schedule. The Weekly option activates the
Days of the Week for you to enter a value.

Note. When you specify a day of the month for monthly schedules, use the Day of the Month edit box to
enter any day up to and including day 28. Use the Last Day of Month edit box to enter the absolute last
day of the month, whether it's day 28, 29, 30, or 31.

STEP 3: DEFINE STANDARD JOURNAL ENTRY

Navigation: General Ledger > Journals > Standard Journals > Define Journal Entries

STANDARD JOURNAL DEFINITION PAGE

{" Standard Journal Definition ',

Unit: 11000 SJEID:  FIRE *Description: |Fire & Tornado Premium [}

Find | view Al First (4] 4

Seq Nbr: q *Description: |Fire & Tamada Premium =]

*S.JE Type: IRecurring :I' Status: Active Error Msg:
‘*Journal D: IUUUUUU2232 *Date: IDEQ‘UD3 :I' Status: Posted

sournal. JIRET | Document Type: | | ¥ Allow Lines to be Modified

[T Save Journal Incomplete Status

Schedule: IMONTHLY :l' Marithly Distribution From Date: IDQIDHQDDS El 1o Date;IDSIBHEDDB El

Journal Creation Lead Days: I 0

)} Standard Journals Created

B save C Return to Search | [ Hotify M}
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After the SJE ID field is a long description field for you to describe this standard journal.

The Seq Nbr (sequence number) identifies the number of the SJE Detail. The next field is a description of
this detail. One SJE may have multiple SJE Details.

Enter a description of the standard journal entry.

Select the SJE Type:

Template PeopleSoft General Ledger uses a template as a data entry model for
other journal entries. You can automatically reproduce it on a fixed
schedule like recurring SJEs, or you can use it on request. When you
define the template, specify whether or not you want the ChartField
values copied from the model to the generated journal entry. Examples
of templates are monthly payments with different amounts such as
telephone and utilities.

Recurring A recurring journal entry is any entry that should be automatically
recorded in its entirety according to a fixed Schedule. These entries
contain the same ChartField values and amounts, such as monthly rent,
lease payments, and depreciation expense.

Spread In a spread journal entry, the total amount is spread proportionately
across all the periods.
For example: A company charges you a flat fee of USD 10,000 annually
to perform a service for you. You could simply divide that amount by 12
and create recurring entries for the same amount each month (USD
10,000/12=833.33).

The Status appears as:

Active When your first create an SJE, its status is active. The SJE may have
more journals to be created.

Error This signifies that the last time the Standard Journal process attempted
to process this SJE, an error occurred. The SJE will continue to show a
status of Error until the next time the batch process is run after the
problem causing it is fixed.

Completed All the standard journals for this SJE have been created. An SJE with a
status of Completed may still be modified. To do this, reactivate the SJE
and extend the range of dates or periods.

In the Model Journal group box, specify the model Journal for the standard journal entry. This model
journal must belong to the same business unit as the SJE.

Once you select your Journal and Date, the Model Journal Status appears. Your model journal must
conform to the following requirements:

e It must have a status of SUE Model if it is a Spread SJE.

¢ It must have a status of SUE Model, Valid, or Posted if it is a Template or Recurring SJE.
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In the Standard Journal group box, enter the Journal ID for the standard journal.

The Allow Lines to be Modified check box controls whether or not the standard journals can be
modified using the Journal Entry page before being posted. Clear it if you want to prevent standard
journals from being modified.

In the Create Standard Journals group box, specify the sequence of dates of the standard journals to be
created.

If the SJE Type you specified is either Template or Recurring, the Schedule field will display, allowing
you to enter the frequency of your SJEs. In the From/To Date fields, enter the range of your SJEs.

If your SJE Type is Spread, designate the range of periods in the From Year/Period and To Year/Period
fields. Also, enter the journal date of the standard journals in the Journal Day in Calendar Period field.
For example, entering 20 in this field designates that the journal date of the standard journals will be the
20th day of each period. This designates the journal date only, not the date on which the system creates
the standard journal.

The Journal Creation Lead Days field enables you to create standard journals in advance. Enter the
number of days in advance of the journal date that you would like the standard journals to be ready for
creation. If you leave this field blank, the system creates the standard journals on the journal date.
If you need to change the details, such as ChartFields, dollar amounts, or statistical amounts on standard
journals, use one of these two options:

e Open the SJE in the Standard Journal page and select a different Model journal.

e Open the model journal in the Journal Entry page and modify it as necessary, provided it has not

yet been posted. No change to the SJE itself is necessary.

STEP 4: CREATE STANDARD JOURNAL ENTRIES

Navigation: General Ledger > Journals > Standard Journals > Create Standard Journals

STANDARD JOURNAL BATCH PAGE
{ Standard Journal Batch '|I

Run Control ID:  Journal_Entry Report Manager Process Manitar Ron

Language: I English j'

*Process . " . Delete Recalculate
Freguency Unit From SJE ToSJE Description Journals Budget Date
Aways | [11000 (% [FIRE Q) [FIRe Q] [Fire Charges r ~ =1
B save)  (CURetum to Search ) (45 Nesctin List ) (42 Previous inList) [ENotity ) Eadd
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This page allows the user to select one or more standard journal definitions for purpose of creating

standard journal entries. Once the definition is properly identified, press the Feun button. This
brings up the process scheduler as follows:

Process Scheduler Request

User ID: kreynaolds Run Control ID: Journal_Entry

Server Name: I_:I' Run Date: |U3” 32003 B
Recurrence: I 'I Run Time: |1 1:01:19AM Resetto Current Date/Time |
Time Zone: I ﬂ

Select Descrin[iun Process Name Process Type *Tvpe *Format
¥  Standard Journal Entry GL_SJE Application Engine  |web x| [T 7]

Gl | Cancel|

The process you want to run is already selected for you: click “OK” __9K__|.

STEP 5: REVIEW STANDARD JOURNAL ENTRIES

Navigation: General Ledger > Journals > Standard Journals > Review Journals > Find an Existing Value

Standard Journals
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit: = - |1 1000 ﬂ
Standard Juurnal:l begins with j |FIRE

Search | | Clear | Basic Search [g Save Search Criteria

Search Results
1 of1

Business Linit Standard Journal

11000 FIRE
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On this page enter the business unit and Standard Journal Entry number if known. Then press

. This brings up the following page.

FIRE

Description:

Fire & Tarnada Premium

Search
Standard Journals
Unit: 11000 SJE ID:
Journals Created
Journal Date
FIRE1 05/01/2003
FIRE1 04/01/2003
FIRE1 03/01r2003
FIRE1 02012003

Ledger Grp
ACTUALS
ACTUALS
ACTUALS
ACTLIALS

Source
oML
oML
oML
OML

Status
Edit Reg'd
Edit Reg'd
Edit Reg'd
FPosted

usD

UsD
UsD
UsD

Debits

500.00
500.00
500.00
500.00

O

Run Date
03/1372003
031 32003
02i2472003
0272472003

This page identifies all the standard journal entries that were created for the specific SJE definition. At
this point the process of creating standard journal entries is complete.

Note: Once created, standard journal entries must be processed like any other journal entry.
Please refer to the Journal Entry section of this manual for the steps involved in journal entry

processing.
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SPREADSHEET JOURNAL IMPORT

On occasion you may use a spreadsheet application such as Excel to calculate amounts for large Journal
Entries (i.e. allocations, payroll entries, etc.). The journal import feature of PeopleSoft eliminates the
manual input of Journal Entries by allowing you to import data directly from a spreadsheet application
(Excel) to the General Ledger. The basic steps are: use a spreadsheet application to calculate the data
you need for the Journal Entry, copy the amounts to the upload file (JRNL1.xls), add the appropriate
journal line and journal header information, then simply click on the import button. The Journal Entry will
be automatically created in PeopleSoft for Edit Checking, Budget Checking, and Posting.

There are three files that need to be in the same directory on your workstation. The files are GLLOG.XLT,
JRNLMCRO.XLA, & JRNL1.XLS. Copy them to your network drive. You will probably want to set up a
new folder in your C: drive such as “Psoft Spreadsheet Journals.”

STEP 1: CREATE SPREADSHEET

Navigation: Go to the same network drive and directory noted above.
Open the JRNL1.xIs file.

NOTE: When opening the spreadsheet you will be asked if you want to enable the macros. You
must answer, “Yes” to activate the spreadsheet functionality.

This is a modified Excel spreadsheet and most of the functionality of Excel (i.e. copy, cut, paste, etc.) can
be used in this spreadsheet.

JRNL.XLS CONTROL WORKSHEET

The initial worksheet in the JRNL1.xIs file, the Control Worksheet, is shown below.
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Spreadsheet Journal Import

r General ———  Journal Sheets — Import Journals
O o€
Setup New Inpoxt Now
il
Motes Edit Write File
b2
Delete
Copy

Journal Sheet Option Buttons

The Control worksheet has four sets of buttons: Workbooks, Journal Sheet Options, Import Controls, and
Batch Import Controls.

The buttons in the Journal Sheet Options box allow you to create and edit worksheets that contain
Journal Entries.

0
M Press the New button to insert a new journal sheet. The JRNL1.xls file can contain as many
journal sheets as needed (limited by the number of worksheets allowed within your version of Excel).

&
g Press the Edit button to select one journal sheet in the workbook to edit.
b

&l Press the Delete button to delete one or more journal sheets in the workbook.

M Press Copy to copy a selected journal worksheet to a new name.

Entering Journals in JRNL1.xls
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To enter a worksheet for a new journal, press the NEW button on the Control Worksheet. Enter a Journal

Sheet Name in the dialog box.

Mew Journal Sheet

MHew Jaurnal Sheet M ame:

Cancel

]
_Carcel |

Jrnld ploadD emo

This creates a spreadsheet worksheet.

JRNL.XLS SPREADSHEET WORKSHEET

S | |1 5%/ N
%7 fle Edt wew Insert Format Tools Data Window Help TS |

ngn\éaw\xuawn-nwgeﬂz fszm\ﬂréﬂmw =]

avial - 10 - & A
Hi1 =l E
2
El
4
5
B
7 Line#  Unit Ledger Sccount At Account Entry Evert  Currency Amournt MR ReteType  Rate
|8 | o
9 + | = | +| —| Select fislds to copy from a previous line by marking the checkboxes under each fisld
10
11 [ 1
[z
[13]
14
15
168
117
2]
2]
Eil
[21]
|22
ezl
24
[ =
[ — ﬂ_l

)
i
i
=%

=2

1 | I v ]

Just as a manual Journal Entry input directly into the General Ledger has two sections, the journal header
and journal lines, so does the Journal Entry worksheet. The top section, shown in gray, is for the journal
header information, and the lower section, shown in green is for the journal line information.

To insert a journal header click on the |+ button in the Header section. The Journal Header dialog box

(shown below) appears.
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MNew Journal Header x|
ik IllDIIID Journal 10 IDEMO Journal Date: |3.I'13,1'2I303

Ledger Group: ACTUALS Document Type: I
Ok |
Dac Sequence: I

Adjustrent Type: I Canicel |

zer 10 clang [T autoGen Lines
[~ Adjusting Entry:

Ledger:

Source:

Journal Class:

L1yl

Transaction Code:

Currency Information ———————————————— Reversal
Foreign Currency: I * Mone
Effective Dake: |3.I'13,1'2I303 ; Beginning of flext Period
End of Next Period
Rate Type: I
= TvRe £ Mext Day
Exchange Rate: ID " Specified Date
Description: ISpreadsheet Upload Demo

Enter the following information:
Unit — Input the appropriate Business Unit.

Journal ID — Input a journal ID. This can be a maximum of 10 characters. Note, since this is an Excel
spreadsheet which is not linked to PeopleSoft you CANNOT use a journal ID of NEXT. It is
recommended that you use a series of letters and numbers that are not similar to the auto numbering
scheme. You may want to use a specific prefix for the entry such as “SS.”

Journal Date — Enter the effective date of the journal in the MM/DD/YYYY format.

Ledger Group - Input the Ledger Group, this typically should be ACTUALS.

Ledger - Input the Ledger, if needed.

Source - This is the journal source.

User — Enter your User ID

Foreign Currency — Enter USD (US Dollars)

Effective Date — Defaults to the current date.

Reversal — Select a reversing date if this is appropriate, the default is None.

Description — Enter a long description of the Journal Entry if required.
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Auto Gen Lines - Select this check box if the ledger group contains multiple ledgers. The Auto
Generate Lines check box should always be checked so that the system will automatically generate
journal lines to support transaction detail for each ledger in the group.

When all of the information is entered, double-check the data and then click “OK” _9 | The journal
header information is automatically inserted in the journal header section of the worksheet.

NOTE: It is possible to customize the spreadsheet. See PeopleBooks for more information.

A Microsoft Excel - JRNLL =18 x|
J@ Fle Edt Wiew Insert Format Tools Data Window Help _|5'|5|

D2 &aky

bER|o-

@ ptlmm 2

J.C\rla\ + 10 -

Diate Description
3M32003  Spresdsheet Uplosd Demo

Ledger Acoount Aft Account  Ertry Evert  Currency Amourt MR Rate Type Rate Base Amourt Stet Code  Stat

it it ird ird ¥ it i W it i it T

Select figlds to copy from a previous line by marking the checkboxes under each field.

11000 ACTUALS  B10M10 3525
11000 ACTUALE 211001 (35.29)

The next step is to insert the Journal Line information. Click the |+ | putton and line 1 of the journal line
section will appear. Enter the appropriate journal line information, just as you would if you were manually
inputting a journal in PeopleSoft.

Note: Since this is an Excel spreadsheet and is not directly linked with PeopleSoft, make sure that
you enter the appropriate ChartField values, as there is not a Search option that will display all of
the valid values. If you inadvertently enter an invalid ChartField value, the Journal Entry will fail
Edit Checking.

To enter the second line for the journal click on the L+ button again. If the check boxes are checked
(Row 8) below the journal line labels (Row 7) then the value form line 1 will be copied to line 2. As new
rows are inserted the ChartField values will be populated with the values in the line above, assuming
these check boxes are checked.

To insert or delete a group of rows press the Copies a Block of Multiple Lines |+-| button or Deletes a
block of multiple lines L= button. You can then select how many rows to insert or delete at one time.
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Once you have entered a balanced Journal Entry and checked the lines it is ready to be “imported” into
PeopleSoft.

STEP 2: IMPORTING THE JOURNAL WORKSHEET

The final step is to import the journal into PeopleSoft. Press |ﬂ| on the Spreadsheet page to view the
Journal Status. The following page appears.

Change Impork Status x|

Journals {nit, Journal I0, Dated:
11000 DEMC 313005 O

Cancel

All

Mone

— Change Import Skatus
i Impart ™ Do Mot Imnpark

The Status should be “Import.” Then press “OK.”

Return to the Control Page by clicking on the L2 button. To view the Import Control of the current journal,
click on the Set Up __*™ __ Button. Verify the address and User ID under Online Import Control. Then

press “OK”.

Note: The instructor will provide the URL address for your use.
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Define Dptions and Defaults

— Header Defaults — Message Options

Business Unik: 11000 8 Lag Errar Message anly K

* Log Successful and Error Message

Dake: Cancel

[v Display Messages Online

il

Ledger Group: ACTUALS

ik,

Source: ONL — Document Sequencng ———  “anfigurate

User I0: Idang I Enable Document Sequencing
[~ Enable Multiboak Default Document Type: I

[~ AutoGen Lines

— 2nline Import Control

— General Dpkions fddesss: Iarp.cum:?EID1,|'psp,l'NDFOB“r,l'EMPLO\"EE,l‘ERP,n’

Language: User IO Iclangl
After successful import

8 Change import status to Do Mok Irmpork

O Keep impaott status as Impart

The final step is to click on the Import Journals Now ﬂ button at the top of the Journal Worksheet. Or
+E

you can click on the Import Now button 2% | on the Control Worksheet. This will launch a Message
Agent window called Process Journals.

Import Journals Now El

http: f fwinzktest . maximuserp, com: 7001 /psp/NDFCS4 EMPLOYEEER P

=ser ID: Iclang Ik

I*****

Passward: Zancel

Enter the user ID and password and click “OK” to import the spreadsheet journals into your
database. You do not need to specify the URL for your database, because it appears automatically above
the User ID in this dialog box.

Note: The training class User ID and Password will be provided by the instructor. You will use
your own User ID and Password for the production database.

Once the journal import is complete, navigate to PeopleSoft Journals to Edit Check, Budget Check, and
Post the Journal Entry.
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Other Journal Import Functions and Notes

Use the control button L2 on the journal worksheets page to navigate to the Control Worksheet, the initial
worksheet in the JRNL1.xIs file.

Use the Set Up __*™ _ button to establish defaults for journal header information, such as Business

Unit, ledger group, etc., and import status changes.

Use the Notes . putton to record notes regarding calculations, instructions, etc. that relate to the

journal worksheet. These notes remain a part of the JRNL1.XLS file and are not loaded into PeopleSoft.

PS —General Ledger Page 48 of 108
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONUEC

MAXIMUS N
il North Dakota ERP Project

BUDGET OVERVIEW

PeopleSoft Commitment Control is an optional feature of the PeopleSoft Financials, ESA, and Supply
Chain Management product lines that enables you to control expenditures actively against predefined,
authorized budgets. In particular, Commitment Control enables you to:

¢ Create and maintain control budgets.

e Check actual transactions (such as actual expenditures and revenues) against control budgets.

e Check imminent future financial obligations (pre-encumbrances and encumbrances) against

control budgets.

o Check recognized revenue against revenue estimate budgets.
When you set up your control budgets, you associate them with a particular PeopleSoft General Ledger
business unit and designate amounts for them. You also define which kinds of transactions you will check
against your control budgets. Once your budgets are established, you check all of these transactions
against your budgets, passing or failing the transactions depending on the remaining available budget
amount and the degree of budgetary control you set up for your budgets.
Depending on how you set up PeopleSoft Commitment Control security, users can adjust a transaction
that failed budget checking or adjust the budgets that the transaction failed against and budget-check it
again. If users have the authority, they can override budget checking and allow a transaction to exceed
the budget.
In this section, we discuss:

e Commitment accounting.

e The underlying data structure of PeopleSoft Commitment Control.

COMMITMENT ACCOUNTING

Commitment accounting is an integral part of budgetary control. By establishing and tracking
commitments to spend and receive funds—and by checking these against budgets—an organization can
maintain a snapshot of future spending and revenue.

In PeopleSoft Commitment Control, PeopleSoft provides three expenditure commitment amount types
and one revenue commitment amount type:

Planning Free-form non-actuals amount. Can be used as a memo entry or an
entry to estimate future spending. Can also be used to record third-party
source transactions that precede pre-encumbrance documents. The
latter usage requires defining a new source transaction type.

Pre-encumbrance Amount that you expect to spend, but which you have no legal obligation
to spend. A requisition is a typical pre-encumbrance transaction.

Encumbrance Amount that you have a legal obligation to spend in the future. A
purchase order is a typical encumbrance transaction.

Recognized Revenue Revenue that you have booked and expect to receive.

Your Actuals ledger does not store pre-encumbrance and encumbrance amounts, and it may or may not
store recognized revenue amounts.
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The Commitment Control ledgers and activity logs, on the other hand, do store pre-encumbrance
amounts, encumbrance amounts, and recognized revenue amounts.

When you use PeopleSoft Commitment Control, you can check both commitments and actual
transactions against control budgets. The following procedure from the procurement life cycle is a typical
example of budget checking from commitment through actual transaction:

When you generate a requisition, PeopleSoft Commitment Control checks it against the appropriate
budgets and posts it as a pre-encumbrance in the Commitment Control ledger.

When a requisition becomes a purchase order, PeopleSoft Commitment Control liquidates the pre-
encumbrance and posts the purchase order amount as an encumbrance (subject to liquidation
rules you define).

When the purchased goods or services are delivered and the purchase order becomes a voucher,
PeopleSoft Commitment Control liquidates the encumbrance and posts an expenditure.

UNDERLYING DATA STRUCTURE OF PEOPLESOFT COMMITMENT
CONTROL

PeopleSoft Commitment Control uses the existing PeopleSoft ledger and ledger group structure to store
control budgets in the Commitment Control Ledger Data table (LEDGER_KK). Each control budget
definition (or set of budgets sharing the same rules) is defined in the system as a Commitment Control
ledger group consisting of Commitment Control ledgers, each of which stores a different amount type.
The State of North Dakota has the following:

e An expenditure Commitment Control ledger group consisting of a budget ledger, pre-
encumbrance ledger, encumbrance ledger, and expenditure ledger; that is, a ledger for control
budget amounts and ledgers for each transaction amount type you will process against your
control budgets:

North Dakota ERP Project

Expenditure

Ledger Group Budget Ledger Pre-encumbrance Encumbrance i
Ledger Ledger
S T S S

Ledger
APPROP APPROP_BUD APPROP_PRE APPROP_ENC APPROP_EXP
ORG ORG_BUD ORG_PRE ORG_ENC ORG_EXP
APP_LN APP_LN_BUD APP_LN_PRE APP_LN_PRE APP_LN_PRE

¢ In other words, within a control budget definition, each amount type has its own bucket, and this
structure is reflected in the ledger group and ledger structure.
The way control budget data is actually stored in the Commitment Control Ledger Data table looks
something like this:

Acct Posted

Budget

Fiscal Year Operating Fund-Type

Period Unit Period Total Amt
APPROP_BUD ‘ 2003 ‘ 9 ‘ 110 ‘ 004 ‘ ‘ 2003A ‘ 100,000 ‘
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APPROP_PRE 2003 9 110 004 2003A 3,000
APPROP_ENC 2003 9 110 004 2003A 50,000
APPROP_EXP | 2003 9 110 004 2003A 25,000
ORG_BUD 2003 9 110 001 1000 2003M21 100,000
ORG_PRE 2003 9 110 001 1000 2003M21 3,000
ORG_ENC 2003 9 110 001 1000 2003M21 | 50,000
ORG_EXP 2003 9 110 001 1000 2003M21 25,000

Each time a budget-checked transaction updates the Commitment Control Ledger Data table, it updates
the Posted Total Amount by Fiscal Year and Acct Period. Note that the remaining available budget
balance is not a stored amount, but is calculated each time you run budget checking.

Note. Ledgers defined by the Commitment Control ledger template may have different sets of
ChartFields than do General Ledger detail ledgers.

BUDGET STRUCTURE EXAMPLE

The State of North Dakota has a budget structure that uses 4 different Commitment Control ledger
groups. Of these structures, three are used for expenditures: APPROP, APP_LN, and ORG. Actual
transactions are recorded in the “ACTUALS” ledger. The following table shows the relationship between
each of the expenditure ledgers for a single ChartField string.

Ledger Busines | Account | Fund Dept Organizatio | Class
Group s Unit n Unit
ACTUALS 11000 621095 | 001 1000 110 11030
DEPT 11000 621000 | 001 1000 110 11030
APPROP 11000 004 110 11030
APP_LN 11000 110
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ADDING BUDGETS

You enter budgets and adjustments using journals just as you do in the General Ledger journal process.
You enter budget journals in the Enter Budget Journals component.
The process below outlines the major steps you take to enter budget journals and adjustments.

1. Enter budget journal header information on the Budget Header page.
A journal ID can include journal lines for only one Commitment Control ledger group.
2. Enter budget journal lines on the Budget Lines page.
3. Post budget journals in either of the following ways:
a. Post the budget journals immediately on the Budget Lines page by selecting Post Journal
in the Process field and clicking Process.

The system verifies that you have security authority for your entries. If the security check
passes, the system then calls the Commitment Control Posting (FSPQPOST) process
remotely. Commitment Control Posting performs a series of edits. If the entries pass the
edits, the process posts the entries to the budget ledger. If the entries fail the edits, you
can check the Budget Errors page, correct the errors, and process the journal again.

b. Post the budget journals later by completing the Budget Posting Request page and
running the Commitment Control Posting process in batch.

Save your entries on the Budget Lines page. When you do, the system verifies that you
have security authority for your entries. If the entries fail security, you can check the
Budget Errors page, correct the errors, and process the Budget Journal posting again.

STEP 1: ENTER BUDGET JOURNALS HEADER INFORMATION

BUDGET JOURNALS SEARCH PAGE

The Enter Budget Journals Page is used to enter and maintain budget amounts and post them upon final
approval. The information will then be available for inquiries and reporting.

Any modifications or updates to a budget should be maintained separately from the original budget. In
this way, the original approved budget remains intact as required for reporting purposes by Generally

Accepted Accounting Principles.

Navigation: Commitment Control > Budget Journals > Enter Budget Journals
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Budget Entry
J Eind an Existing Yalue | Add a New Value
Business Unit:|11IIIIZIIII Q)

Journal ID: MEXT

Journal Date: |n5rzarznn4 B4

Add

Find an Existing Yalue | Add a Mew value

Business Unit - This will default based on the User’s preferences.

Journal ID - will always default to NEXT. The system automatically assigns the next available journal
number to the Journal.

Journal Date- will always default to the current date. This date may be changed at this time to effective
date (future date or back date) the Journal Entry. Once you select “ADD”, you will be unable to modify
the Budget Journal Date.

After clicking “ADD” _Add_| Budget Journal Entry components will appear.
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BUDGET JOURNALS HEADER PAGE

{ Budget Header {_ BudgetLines j BudgetErrors |

Unit: 11000 Journal ID:  MEXT Date: 06/26/2004
Fiscal Year: Period:
*Ledger Group: IORG Q Budget Header Status:
IUSD Q
Control ChartField: OPERATING_UNIT Currency: qQ
Rate Type: | Q
Exchange Rate: I 100000000 B
# Original ' Adjustment Cur Effdt: |05125:2004 E

Budget Type: Expense
Long Description:

Additional funding for department. ;l
& save)  ([EdHatiey ok 2dd | (F] Update/Display

Budget Header | Buddet Lines | Budget Errors

Ledger Group — This field defines the Ledger being used for the budget. The agencies will only set up
budget amounts for the ORG budget.

Journal ID — will default to NEXT. The system automatically assigns the next available journal number to
the Journal upon Save.

Currency — Inherits the base currency of the Ledger Group to which this budget is attached.

Rate Type — The State of North Dakota is not using multi-currency. The field should be left blank or can
be populated with “CRRNT.”

Exchange Rate — value of 1.0 defaults.
Curr Effdt — Currency effective date. It defaults from the journal date.
Budget Entry Type — select one of the following
e Original - Used to enter approved budgets. This is the default. Select this option.

o Adjustment — Used to enter an adjustment to an original budget entry.

Long Description — Enter a description that provides budget identification to the accounting system and
financial statement.
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STEP 2: ENTER BUDGET JOURNALS LINE INFORMATION

Navigation: from the header page above, select the “Budget Lines” tab.
BUDGET JOURNALS LINES PAGE — CHARTFIELDS TAB

This page is used to define or modify the specific attributes of a budget.

[ Budget Header | Budget Lines " BudgetEnors |
Unit: 11000 Journal gt Date: 0Bf262004 Budget Header Status: r

D
Process: IPDstJuumaI - Process

Chartfields and Amounts Base Currency Details ﬁ

Delete  Line Ledger Budget Period  Speed Type Account Oper Unit Fund DeptiD Class Attributes Amount
Wigw
r 1 ORG_BUD  [2008M12 Q| Speed Type [521000 Q[ Qljoot @) f1oon Q[1n3n @28 [usD’ @l 546

. Generate Budget Period Lines
linestoadd | T #1 =] % JoumslLine CopyDown | Fromuine: [ To:[ 4 |

Total Lines: Total Debits: Total Credits:
1 0.00 0.00

B save]  [Elnotiny

Budget Header | Budget Lines | Budget Errors

Process — Three options are available:
o Delete Journal — Deletes the current journal. Posted or unposted journals cannot be deleted.
The status of the journal must be None, Error, or Valid in order to delete.
o Post Journal - initiates the Commitment Control Posting Process. This process will edit and
post the journal, if the journal is valid.
¢ Refresh Journal — Refreshes the data on the page. All unsaved changes will be lost.

Amount — The amount of the budget. To increase the budget, enter a positive amount; to decrease the
budget, enter a negative amount.

Note: Budget amounts are stored in the budget ledger in the opposite sign of an amount in the
Actuals ledger for that entry type.

From Line / To Line — enter the line numbers for which the system should generate separate journal
lines for each budget period in the cumulative date range.

Generate Budget Period Lines (enerat BudgetPeriodlines| . py clicking this button the system generates a
journal line for each budget period in the cumulative date range.

The following may enable you to manipulate the way you enter journal lines:
e To add additional journal lines, enter the number of lines you wish to add in the Lines to add field
and click the Insert Journal Lines button * . Al the fields from the previous line are copied to
the new line(s).
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e The fields being copied can be limited by clicking the Journal Line Copy Down link. This will
access the Journal Entry Copy Down Option page, where you select the fields for copying.

Journal Line Copy Down
e To delete journal lines, select the Delete check box and click the Delete Selected Journal Lines

button ;I

The Refresh button Y updates the Journal Totals.

BUDGET JOURNALS LINES PAGE — BASE CURRENCY DETAILS TAB

This page is so wide that we have split it into two page shots to view each field.

[ Budget Header " Budget Lines (| Budget Erors |

Journal gyt Date: 0RIZEIZ004 Budget Header Status:

D:
Process: IPnstJuurnaI vl Process |

Unit: 11000

Chartfields and Amourts Base Currency Details

Delete Line Ledger Budget Period Rate Type Exchange Rate =>» Base Amount
r 1 ORG_BUD  |2005m12 Q] QJf 1.00000000 2= USD |546.00

Linestuadd|_1 lI ;I | Joumal Line Copy Down | From Line: I_ TD:I_ Generate Budget Period Lines

Total Lines: Total Debits: Total Credits:
1 n.oa A46.00

B save)  [ElNatify

Budget Header | Budget Lines | Budget Errors

Customize | Find | Vi First (4] 1.0f 1 [B] Last
Statistics gtatistic Amount  Ref JournalClass ~ CUMUWAVE  ppyngte journalLine Description
Code Begin Date
[ Q| & | B [rraver =]
[EF Add | |E] Update/Display

Ref — This is a freeform field that may be used to specify reference information about the transaction
such as legislative authorization. This field is optional.
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Cumulative Begin Date / End Date — This is a date range for the budget periods to be included for
cumulative budgeting. These fields may be used along with the Generate Budget Period Lines button
to create budget period rows for cumulative budget checking.

Note: By changing the Cumulative Begin Date/End Date, you can effectively extend the Lapse
Date of the budget.

Journal Line Description — Defaults from the account value but can be overridden.

STEP 3: POST THE ENTRY
Navigation: Stay on the Budget Lines page.

At the top of the page, select the process “Post Journal” and press the “Process” button. Upon
completion, the Budget Header Status should change from “N” to “P”.

Note: If the Budget Status is “E,” the entry has errored. See the separate section “Error
Exception Handling — Budget Adjustments and Transfers” for a discussion on handling errors.
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BUDGET TRANSFERS

Budget balances can be transferred from one budget to another through the use of the Enter Budget
Transfer page.

The system will validate the accounts on the transfer and verify that the amount from which the transfer
occurs is adequate to cover the transfer.

Enter the budget transfer journals just as you would any other journals. Enter amounts for the budgets
you are transferring from as negative numbers and the amounts you are transferring to as positive
numbers. The journal entries for the transfers must balance.

STEP 1: ENTER BUDGET TRANSFER HEADER INFORMATION

BUDGET TRANSFER SEARCH PAGE

Navigation: Commitment Control > Budget Journals > Enter Budget Transfers

Transfer Budgets

/ Eind an Existing Value | Add a New Value '

Business Unit: |1 1000 |G

Journal ID: MEXT

Journal Date: |nax25xzuu4 B

Add

Find an Existing Yalue | Add g Mew Value

Business Unit — This will default based on the User’s preferences.

Journal ID - will always default to NEXT. The system automatically assigns the next available journal
number to the Journal.

Journal Date- will always default to the current date, however it can be changed to a future date. Once
you select “ADD”, you will be unable to modify the budget transfer date.

After clicking “ADD” M, Budget Journal Entry components will appear.
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BUDGET JOURNALS HEADER PAGE

/ Budget Header ' BudgetLines | BudgetErrors |

Unit: 11000 Journal ID: MEXT Date: 0B/26/2004
Fiscal Year: Period:
*Ledger Group: IORG Ql Budget Header Status: [

Currency: IUSD QJ
Rate Type: I Q)
Exchange Rate: | 100000000 &

‘ " Transfer Original ' Transfer Adjustment Cur Effdt: |0512512004 Ex

Control ChartField: CPERATING_UNIT

Budget Type: Expense
Long Description:

This transfer is haged on Legislative action. ;I
ﬁ Save ElNo‘tify EAdd | | 8] Update/Display

Budget Header | Budget Lines | Budget Errors

Ledger Group — This field defines the Ledger being used for the budget.

Journal ID — will default to NEXT. The system automatically assigns the next available journal number to
the Journal.

Currency — Inherits the base currency of the General Ledger Group to which this budget is attached.
Rate Type — The State of North Dakota is not using multi-currency. The field should be left blank.
Exchange Rate — value of 1.0 defaults.
Curr Effdt — Currency effective date. It defaults from the journal date.
Budget Entry Type — select one of the following

e Transfer Original - Used to enter approved budgets. This is the default.

o Transfer Adjustment — Used to enter an adjustment to an original budget entry. Select this

Option.

Long Description — Enter a description that provides budget identification to the accounting system and
financial statement.
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STEP 2: ENTER BUDGET JOURNALS LINE INFORMATION

Navigation: from the header page above, select the “Budget Lines” tab.
BUDGET JOURNALS LINES PAGE — CHARTFIELDS TAB

This page is used to define or modify the specific attributes of a budget. Due to the width of this page, it
has been broken into two page shots for discussion.

| BudgetHeader | Budget Lines {_Budget Erors |
Unit: 1000 dournal gy Date: 0B262004  Budget Header Status:
ID:
Process: IF’ostJoumaI - Process |

Chartfields and Amounts Base Currency Details [

View

Delete  Line Ledyer Budget Period Speed Type Account Oper Unit Fund DeptiD Class Attributes Funding Source
Wiy
r 1 ORG_BUD  [2005M1Z Q] Speed Type [601000 1o Qfoor &ff1000 11030 Al iutes | Ql

r ] ORG_BUD  [2005M1Z Q] Speed Type [601000 @ [r1o @ foor &[1050 @ [r1030 g%utes | =]

Generate Budget Period Lmesl

Lines to add I 1+ = | Journal Line Cogy Down | From Lines l_ To:

Total Lines: Total Debits: Tatal Credits:
2 §,000.00 5,000.00

B szve)  [ENatify

Budget Headet | Budget Lines | Budget Errors

Customnize | Find | Wiew A

Entry Event Amount
[ al[usp @] [-500000 A
[ QJ[uso’ (@l [5.000.00 2

Beadd | | UpdaterDisplay

Process — Three options are made available:
o Delete Journal — Deletes the current journal. Posted or unposted journals can not be deleted.
The status of the journal must be None, Error, or Valid in order to delete.
e Post Journal - initiates the Commitment Control Posting Process. This process will edit and
post the journal, if the journal is valid.
¢ Refresh Journal — Refreshes the data on the page. All unsaved changes will be lost.
Budget Pd — The budget period to which this budget is associated.

Amount — The amount of the budget. To increase the budget, enter a positive amount; to decrease the
budget, enter a negative amount.
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Note: Budget amounts are stored in the budget ledger in the opposite sign of an amount in the
Actuals ledger for that entry type.

From Line / To Line — enter the line numbers for which the system should generate separate journal
lines for each budget period in the cumulative date range.

Generate Budget Period Lines SeneraieBudgetPerisdlines| . by clicking this button the system generates a
journal line for each budget period in the cumulative date range.

The following may enable you to manipulate the way you enter journal lines:

To add additional journal lines, enter the number of lines you wish to add in the Lines to add field
and click the Insert Journal Lines button ﬂ All the fields from the previous line are copied to

the new line(s).
The fields being copied can be limited by clicking the Journal Line Copy Down link. This will

access the Journal Entry Copy Down Option page, where you select the fields for copying.

Journal Line Copy Down
To delete journal lines, select the Delete check box and click the Delete Selected Journal Lines

button ;I

The Refresh button Y updates the Journal Totals.

BUDGET JOURNALS LINES PAGE — BASE CURRENCY DETAILS TAB

Due to the width of this page, it has been broken into two page shots for discussion.

PS —General Ledger

i Budget Header i Budget Lines \( Budget Errors \
Unit: 11000 Journal e Date: 06/26/2004  Budget Header Status:
D:

Process; |PostJournal = Process

Chartfields znd Amounts | Base Currency Details | [F=20

Statistics

Delete Line Ledger Budget Period Rate Type Exchange Rate »> Base Amount Code Statistic Amount Ref
r 1 orc_BUD  [2o0smiz (@ Q|| 1.00000000 2= USD |-5,000.00 Q| |
r z ORG_BUD |2005M12 al @l 1.00000000 == USD [5.000.00 Q| [

Lines to add l—1 ll ;I % Joumal Lins Copy Down | From Line: l_ Tﬂ:l_ Generate Budget Period Lines

Total Lines: Total Debits: Total Credits:
2 5,000.00 6,000.00

[SE =T

Budget Header | Budget Lines | Budoet Errars
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Customize | Find | Wiew Al | ] First (4] 1.2 o 2 [F] Last

Cumulative . -
Journal Class Beqin Date End Date Journal Line Description
| = Ed | Es)l |IT - Data Processing 2
| Q) | (] | B |IT- Data Processing +] =]

EbAdd | [ Update/Dizplay |

Ref - A freeform field that may be used to specify reference information about the transaction. This field is
optional.

Cumulative Begin Date / End Date — This is a date range for the budget periods to be included for
cumulative budgeting. These fields may be used along with the Generate Budget Period Lines button

to create budget period rows for cumulative budget checking.

Journal Line Description — Defaults from the account value.

STEP 3: POST JOURNAL ENTRY
Navigation: Stay on the Budget Lines page.

At the top of the page, select the process “Post Journal” and press the “Process” button. Upon
completion, the Budget Header Status should change from “N” to “P”.

Note: If the Budget Status is “B” or “E,” the entry has errored. See the separate section “Error
Exception Handling — Budget Adjustments and Transfers” for a discussion on handling errors.
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DELETION OF BUDGET JOURNALS

Budget journals can be deleted if they have not previously been Posted and/or Unposted.

Navigation: Commitment Control, Maintain Budgets, Budget Journals, Mass Delete Budget Journals,
Delete Journals

DELETE JOURNALS PAGE
{ Delete Journals

*Business Unit: *Ledyer Group: Journal ID: Journal Date From: Date To:

f11000 @ [ors Ql | Ql | |

Chartfield Search Criteria Custornize | Find |r’:t First (4] 1081 [F] Last

Field Hame ChartField Value

| Y | al ] =

gearch | Markal | Uniarkan |
Delete
Custormize | Find | Wiew All | u First (4] 1ot 1 [F] Last

Process Show Jrnl Journal ID Journal Date Lines Budget Header Status
| Show Jrnl ooo0oo107451 0B/26/2004 2 M

ﬁSave] Ehotity ] "&Hefresh]

To delete multiple budget journals that have not been posted:

4. Enter your search criteria.
Leaving a field blank retrieves all budget journals with values for that field that fit your other
search criteria. You must, however, enter a business unit and Commitment Control ledger group.
The page retrieves only journals that have not yet been posted. In the above example, we input
business unit 11000 and Ledger Group ORG.

5. Click the Search button to display the journals match your search criteria in the Journals grid.

6. Use the checkbox to select each budget journal you want to delete.
Click Mark All to select all budget journals in the Journals grid.
Click UnMark All to clear all checkboxes.
Click Show Jrnl (show journal) to open the Enter Budget Journals or Enter Budget Transfer
component, where you can view journal detail.

7. Click the Delete button to delete all budget journals marked for deletion.
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ERROR EXCEPTION HANDLING —
BUDGET ADJUSTMENTS AND
TRANSFERS

Periodically, the Budget adjustment or transfer process will result in an error. If this happens, the Budget
Errors tab on each budget journal entry will provide a starting point for resolution. It allows you to view
the header and line detail messages for edit/post process errors. When the Commitment Control Posting
process encounters errors during editing, it marks the journal lines and recycles the journal. The system
will save a recycled journal, but it will not post the journal until you correct the errors.

EXAMPLE OF A TRANSLATION ERROR

Navigation: Stay in the Budget Entry or Transfer or use the following path. Commitment Control >
Maintain Budgets > Budget Journals > Enter Budget Journals > Find an Existing Value

Note: This example focuses on the Enter Budget Journals page, however the same errors could
occur on the Enter Budget Transfer page.

Budget Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value {_Add a Newalue

Business Unit: =z [11000 Ql
Journal ID: |hegins wiith jl

Journal Date: = =] | B
UnPost Sequence: |= j

Budget Header Status: Iﬁ

Description: [ beging with j|

" case Sensitive

Search | | Clear | Basic Search [g) Save Search Criteria

Find an Existing Value | Add a Mew Yalue

Notice that we entered “Errors” in the Budget Header Status field. Then press ﬂl to bring up the
following pages.
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| Budget Header Y BudgetLines | BudgetErrors

Unit: 11000 Journal ID: 00000107453 Date: 06/262004
Fiscal Year: 2004 Period: 12

*Ledger Group: ORG Budget Header Status: E

IUSD Q

Control ChartField: OPERATING_UNIT Currency: Q

Rate Type: | ﬂ
Exchange Rates | 100000000 B

& Original " Adjustment Cur Effdt: |nax2512004 [i21]

Budget Type: Expense

Long Description:

E Save QReturn to Search ElNotify

Budget Header | Budget Lines | Buddet Errors

Eladd )

BUDGET LINES PAGE
[ BudgetHeader | Budget Lines ' Budget Errars |

Unit: 11000 Journal gogppqpysz  Date: 0BiZ62004 Budget Header Status:
ID:

Process: |PostJournal vl Process |

Chartfields and Amounts Basze Currency Detsils

Delete  Line Error Ledger Budget Period  Speed Type Account Oper Unit Fund DeptiD Class ‘ﬁ)mes Amc
yiew
r 1 7 OoRG_BUD [z008M12 [ Speed Tyoe [501025 Q[ Qffoor @ [roon Qo0 @ Juso’ (@ [345
N Generate Budget Period Lines
Lines to add I 1+l =] | Journal Line Copy Down | From Line: I_ Tﬂ!l_ g—l
Total Lines: Total Debits: Total Credits:
1 0.00 345.00

B savel  (ClReturnto Search | [ENatity

Budget Header | Budget Lines | Budget Errors
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BUDGET ERRORS PAGE

[ BudgetHeader j BudgetLines ) Budget Errors '

Unit: 11000 Journal ID: 0000010753
¥ Header Errors

Date:

06I26/2004 Budget Header Status: E

First (4] 101 [F] Last

Set Msgy Message Text
18021 9249 There are line errors for this Header

Message Text

GaTa 1 ACCOUNT 18021 905 :-,;avlélle B01025, for Chartfield ACCOUMNT is not in the tree at the correct

E Sawe QReturn to Search) E|Notifgr )

Budget Header | Budget Lines | Budget Errors

[ add

This page identifies Header and Line errors. In the above page, there are no header errors and one

line error. The line error indicates that the ACCOUNT value of 601025 is not in the tree at the correct
level.
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LEDGER INQUIRY

The ledger inquiry is typically used to obtain account balance information. You select the initial ledger (or
account) criteria, and then by using the buttons on the pages you can drilldown all the way to the journal
line level of detail. To use Ledger Inquiry follow the navigation below:

Navigation: General Ledger > Review Journal / Ledger Data > Ledger > Add a New Value

Ledger

Find an Existing value {AddaNew\!alue |
Inquin_u'r'lamla:llr\JG!UIR‘rr

Addd

Find an Existing Yalue | Add a Mew Yalue

Enter Inquiry Name “INQUIRY” and press Add | you already have this inquiry name set up, go to

Find an Existing Value and enter INQUIRY on that page.

Ledger Criteria

Ingquiry *Unit *Ledger *Year *From *To Period  Currency Stat Continue |
INQUIRY [riooo @l facTuas @ [moz @) [~ 1) [ z@l [usoal [ &y

¥ Include Balance Forward [ Include Adjustment Period(s) " Onlyin Base Currency

[T Include Closing Max Rows: I 100

Show

ChartField Value View Per Balances by Account

Account | a w PerBalances by Acct, Dept
Per Balances by Acct, Prj

Department |1DDD Ql ~ Sum by Period, Account

Sum by Period, Account, De
Sum by Period, Altacct

Kl

Cperating Unit |

Q|
v
Fund Code I ﬂ & Sum by Period, Proj
Class Field [ ] +
Ledoer Balances
Program Code | Qa W~ Ledoger Activity
Froject | al
Clear Criteria |
Adjustment Type | ﬂ r
Delete Criteria

In the header section enter the appropriate criteria for the inquiry in the fields for Business Unit, Ledger,
Year, and From/To Periods. In the ChartField Values section enter the ChartField number(s) you want to
inquire on. Note that you can start with just the a single ChartField number and then drilldown to more
specific ChartField combinations (i.e. account and department combination) or if you know the specific
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ChartField combinations you can enter them at this point. Also, if you are inquiring on a balance sheet
account and want to see the cumulative balance make sure the From Period is equal to 1 and that the

Include Balance Forward box is checked. Do not select the Balance Forward box if only current year
activity is wanted.

North Dakota ERP Project

In the View Ledger Section of the Ledger Criteria page, PeopleSoft has defined several default views of
the ledger data (i.e. Period balances by account, Period balances by Account & Dept). Select the
appropriate view and click on the Link. Most inquiries will require that you select the LeduerBalances view.

You can always come back to the ledger criteria page to change the view or the criteria. The page below
shows the results of clicking on the LeduerBalances hyperlink.

Inquiry Unit Ledger Year From ToPeriod Currency Stat
INQUIRY 11000 ACTUALS 2003 1 12 usDr Charfield Critetia
™ Include Balance Forward ™ Include Adjustment Period{s)

™ Include Closing Adjustments

Scroll Message Detail:

Go To: Inguiry Criteria

1104074
Ledger Details Customize | Find First (4] 1.4 ot 4 [¥] Last
Period Activity Account Oper Unit Department Fund Class  Project Transaction Amt
8 Activity 5210148 110 1000 oo1 11030 10.00
8 Activity 521020 110 1000 0o 11030 10.00
8 Activity 5210246 110 1000 001 11030 10.00
8 Activity 521030 110 1000 ool 11030

10.00

The above page has been customized by clicking on and modifying the display. The following
page is used to modify the above inquiry.
Ledger Details

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight colurmn name, then press the appropriate button.
Frozen columns display under every tah.

Period
Activity
Account
Oper Unit
Department [ Hidden ™ Descending
Fund I Frozen

Class

Pragram Code
Project

Adjustment (hidden)
Stat (hidden)
Transaction Amt
Currency (hidden)

Base Amount (hidden)
Base Currency (hidden)

Column Order @ Sort Order
F T ———————————————— |

Ok | Cancell RestoreDefauItsl Previewl

This page allows the user to determine which fields to hide or freeze and it also allows you to change the

e

sort order. You can change the column order by clicking on a field and then navigating using the '™

buttons. To define sort order, use the ¥ button after selecting the field. In this case, we hid several fields
but did not change the sort order.
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To view the actual journal that made up each of the Ledger Criteria lines click on the Activity Link. The
results are shown in the page below.

Inguiry Unit Ledger Currency Stat Year From To:
INGQUIRY 11000 ACTUALS usoD 2003 1 12
™ Include Balance Forward ™ Include Adjustment Period(s)

™ Include Closing Adjustments Sort By: | Journal Id -

Go To:  [nouiry Criteria = Detal

Show Transaction Criteria

Transaction Details nd First (0 1 r 1 [P Last
Period Account Dept Oper Unit Fund Class Program Project Book Code  Adjustment Stat
8511015 1000 110 oot 11030
Transaction Amt: 1000 UsD Base Amount: 10.00 UsD
Customize |Find | 8 First [ 101 [ Last
Journal D  Date Seq Stat Amt NR Amount _ Base Amount _
APOOOO4920 02i21/2003 M 10.00 USD 10.00 USD

To view detail information about the journal header click on the Journal ID. This will take you to the
Header Detail page.

Inguiry Unit Ledger Year From To:  Curr Source Journal ID Date Status Suspense Status
INQUIRY 11000 ACTUALS 2003 1 12 usD APOOOO4930  02021/2003

Go To: Inouiry Criteria = Detail = Activity

Header Msq:
Journal ID:  APOOO04320  Date:  02i21/2003 Schedule: Source: AP
Ledger Grp:  ACTUALS Original 02i21/2003  Lines: 12 Occur: InterUnit BU: 11000
Date:

Status: Posted Posted: 02/26/2003 Process: Mo Reguest Reversal: Mone
Balanced: DR=CR Controls: Cirls 0K Errors: Edits 0K Reversal

Date:
Operator Id: clang Doc Sequence #:
Long Description: |Accnunts Payable il
Totals by Currency

currency:  1USD DR: 917.76 CR: 917.76  Net: 0.00

 Show All Lines Y

' Show  From Line: Thru Line:

Journal Line

Customize | F|

K Transaction Amount _ Account Operating Unit Dept Fund Code Class Base Amount Line Descr

4 10.00 UED 521015 110 1000 001 11030 10.00 AR Accruals

The above page has been customized by clicking on and modifying the display.

This page shows the impact of the journal on this particular ChartField combination. Note that this only
shows the specific journal lines (in this case journal line 1) that are posted to ChartField combination
being queried. Detailed information related to the Journal Entry is shown in the top section of the page
(i.e. Date, Status, Posted Date, # of Lines, etc.). By navigating to the Header Detail page you can view
the journal header information for this journal as well as all of the journal lines.
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JOURNAL INQUIRY

North Dakota ERP Project

As demonstrated in the inquiring on ledger data section above, you can drill down from the account
balance level to all of the journal entries that make up the account balance. However, in some cases you
may only want to review detail information about a single Journal Entry. Use the Journal Inquiry page to
inquire on particular journal entries. Follow the navigation below:

Navigation: General Ledger > Review Journal / Ledger Data > Journals > Find an Existing Value

Journal
Enter any information you have and click Search. Leave fields blank far 3

[ Find an Existing Value " Add a New Value

Inquiry Name: | begins with ¥ | [InGuiRy]

Search | Clear | Basic Search [F) Save Search Criteria

Find an Existing Walue | Add & Mew Walue

Enter “INQUIRY” as the Inquiry Name and press _ Search |,

Journal Criteria
Inguing: *Unit: *Ledger: “Year: *From: *To Period: Suspense Status:
Search |
INQUIRY frioon @) fectuacs Q) [aooz Q) [ [1ze) @
Journal ID: Date: Status: Source:  Currency: Stat: Document Type:
| Q| B[ [sr @) Jusoia) [ Q) | oY
User:l Ql Max Rows: I 100 sortBy: IJUL”'”E” d :I'
ﬁ Save QRetum to Search:l ElNotiﬁr ) f' Refrazh ) [ 2dd

Input the appropriate information (i.e. Business Unit, Ledger, Fiscal Year, and From/To Period). In the
middle section input the journal number that you want to view, or by using the drop down arrow of the
journal field select a specific journal to view. You can also leave this field blank to view all journals. To
view some but not all journals, you can use a wildcard character (%) in the journal field. For instance
entering 000% will cause all journals starting with 000 to appear in the view. You can use wildcard
characters in both the journal field and the source field.
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 Journal Criteria

North Dakota ERP Project

Inquiny: *Unit: *Ledger: *Year: *From: *To Period: Suspense Status:
INGUIRY [fioon @ [acTuas @ oozl [ 1@l [ iZ@l [ & [cearh |
Journal ID: Date: Status: Source: Currency: Stat: Document Type:
| Ql | B[ [eea) fJuso [Q) | <Y
User:l =Y Max Rows: | 100 SurtBy:IJUL'ma' A

JournallD  Date UnitIU  Status Source w User Unpost Date Descr

APOOOO491S 0272002003 11000  Posted AP Mo Susp clang 0262052003 Accounts Payvahle
APOOOO4920 0252102003 11000 Posted AP Mo Susp clang 0262152003 Accounts Pavahle
APOOOO4921 D2r23r2003 11000  Posted AP Mo Susp clang 0202372003 Accounts Payahle
APOOOO4922 0252452003 11000  Posted AP Mo Susp clang 0262452003 Accounts Payahle
APODOO4923 D2/25/2003 11000  Posted AP Mo Susp clang 0202502003 Accounts Pavahle
APOOOO4924 0D2r26r2003 11000  Posted AP Mo Busp clang 0202652003 Accounts Payahle

ﬁ Save

QL Return to Search) EIatity ) & Refresh ]

To select a Journal on which to inquire, click on the Journal ID hyperlink. For instance clicking on
AP000D4913 takes you to the inquiry page below.

Inguiry Unit Ledger Year From To: Curr  Source Journal ID Status Suspense Status Doc Type
INGQUIRY 11000 ACTUALS 2003 1 12 UsD AP
Go To: Journal Criteria Header Msg:
Journal ID:  AP0O004919  Date:  D2/20/2003 Schedule: Source: AP
Ledger Grp:  ACTUALS Original 02i20/2003  Lines: 4 Occur: InterUnit BL: 11000
Date:
Status: Posted Posted:  (02/26/2003 Process: Mo Request Reversal: Mone
Balanced: DR=CR Controls: Ctrls Ok Errors: Edits OK Reversal
Date:

Operator Id:  clang Doc Sequence #;

Long Description: IAccUums Pavahle il

Totals by Currency First [0 1ot 1 [#] Last

Currency: USD DR: g38.88 CR: §38.88 HNet: 0.00

 Show All Lines %

 Show

From Line: I Thru Line:

Journal Line

Customize | Find | ¥

Firat (4] 1404 [P] Last

=
5]
=
S
=
£

Uine Irangaction Amount _ Account  Operating Unit  Dept Fund Code Class  Lihe Descr
1 -B38.88 UBD 201001 110 o01 AP Accruals
2 44 44 USD 532020 110 3000 o01 11030 AP Accruals
3 44,44 USD 542020 110 3000 oo 11030 AP Accruals
4 740.00 USD 603020 110 3001 oo 11030 AP Accruals

This page shot only shows the inquiry information for Journal AP00004919. To view the journal lines for a
particular journal select the “Show All Lines” check box. You can also select certain journal line numbers
that you would like to view by entering the numbers in the From Line and Through Line boxes. Click on
the “Query Journal Line Again” icon % to view the journal lines.
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DRILL DOWN CAPABILITIES

Careful analysis often requires that you identify the source of accounting transactions. Now, using cross-
product drill down functionality across product lines, you can drill down from account balances in General
Ledger to specific transactions in other PeopleSoft products. This new feature provides quick and easy
access to detailed supporting information.

For example, in the General Ledger Inquiry pages, drill down to Ledger Activity or Journal Line Detail,
click on the Journal Line # and from there the system will transfer you to the originating entry in the
associated PeopleSoft application, such as Accounts Payable. From here, you can drill around to
supporting detail within Accounts Payable or to detail in another PeopleSoft application.

Click on the Journal Line # 4 in the previous screen shot to access the following page.
 Journal Drill Down

Unit Journal Date Ledger Line Line Descr
11000 APODOD4S19 022002003  ACTUALS 4 AP Accruals 3010 GL jourmal
Account Operating Unit Fund Code Department Program Code Class Field Project Stat At Stat:
BO03020 110 o1 3001 11030
Base Amount Transaction Amt Currency:
T750.00 USD 750.00 uso
First [0 105 1 [¥] Last
Chartfields Youcher Information Document Informstion ¥
Unit  AcctyDate Fund Code Department ?ﬁgm Class Field Project Statistics Code
11000 02202003 0O 30m 11030

Switch tabs to the Voucher Information Tab. See example below:

{ Journal Drill Down

Unit Journal Date Ledger Line Line Descr
11000 APOOOO4E1S 0272002003 ACTUALS 4 AP Accruals 0 to GL ipumnal
Account Operating Unit Fund Code Department Program Code Class Field Project Stat Amt  Stat:
B03020 110 001 3001 11030
Base Amount Transaction Amt Currency.
Ta0.00 USD Ta0.00 UsD
First (0 4 ot 4 (] Last

Chartfields Youcher Information Document Information ¥

Voucher ID  Descr Vchr Line Diitirr:l; Amount _ Base Amount _

Qooooooz Expense Distribution 1 1 Ta0.00 USD 740.00 USD
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Voucher Accounting Entries '

VOUCHER ACCOUNTING ENTRIES PAGE — MAIN INFORMATION TAB

Click on the Voucher ID hyperlink 00000002 to go to the following page:

*Business Unit: I”UUU Q)

Voucher ID: IUE'UUUUU2 Al Imwoice Number: |P\F3'UU31'399V9MUT

Imroice Date:  02/11/2003

Accounting Information

r Main Information

*Accounting Line View Option: I Standard

Posting Process:\ AP Accrual

~| I Show Foreign Currency Search |

Vendor ID: 0000000004  Wendor Name:  Kirk's Consultant Company

GL Dist Status: Distributed

ChartFields tab

{ Voucher Accounting Entries

Chartfield Journal
. Monetary Currency .
Description Amount Code Ledger GL Unit
Accounts Payable -750.00 USD 11000
Expense Distribution 750,00 USD 11000

The header information on this page shows Voucher ID, Invoice Number, Invoice Date, Vendor ID and
Vendor Name. The Main Information tab shows the dollar amount for each row. Switch tabs to the

VOUCHER ACCOUNTING ENTRIES PAGE — CHARTFIELD TAB

*Business Unit: I”UDD &

voucher ID: IDDDDDUU2 Al imoice Number: |Ap-0031099\-fend0r

Invoice Date:  (02/11/2003

Accounting Information

Posting Process: AP Accrual

Main Information (/ Chartfield )

*Accounting Line View Option: I Standard

Yendor ID:

j "' Show Foreign Currency Search |

Qopooooood  Vendor Name:

Kirk's Consultant Company

GL Dist Status: Distributed

PS —General Ledger

Journal =¥,
Tax Authority Account Oper Unit  Fund Dept Program  Class Project
201001 110 0ol
603020 110 ool 3001 11030

Switch tabs again to the Journals tab
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VOUCHER ACCOUNTING ENTRIES PAGE — JOURNAL TAB

Voucher Accounting Entries ‘.I

*Business Unit: |1 1000 R voucher ID: IDUUDE‘UD2 Al iwoice Number: |AF3'UU3 1089 Vendor =Y
*Accounting Line View Option: | Standard | T ShowForeign Currency __ Search | Reset |
Invoice Date: 02112003 Vendor ID: 0000000004  Wendor Name:  Kirk's Consultant Company

Accounting Information ind | First (4] 162 I

Posting Process: AP Accrual GL Dist Status: Distributed

ain Information Chartfigld

. Journal Doc Seq Budget Budget .
Journal ID  Line Date Doc Type DocSeqih Date Date Status Primary
APOOOO4513 1 0272002003 025202003 W A
APOOOO45149 4 0272002003 025202003 W b

This tab shows the cross-reference information back to the Journal that we started from.
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BUDGET DETAIL INQUIRY

This page is used to view specific budget details for a single control budget.

Navigation: Commitment Control > Review Budget Activities > Budget Inquiry > Budget Details

NOTE: You can add a controlled budget Inquiry Name or select to Update/Display and select an
existing Inquiry Name in the dialog box. Once you have created an inquiry you can save it and
use it as often as you like to access the same or related controlled budget information.

Budget Details
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value |

Business Unit: =[x {11000 4
Ledger Group: = |AP P_LM ﬂ
Account: |begins with j| =Y
Departmernit: |begins with j| =Y
Operating Unit: | begins with | | =Y
Product: |begins with j| =Y
Fund Code: | beging with = | | =Y
Class Field: |begins withj|11D1D Q)
Program Code: | hegins with j | Q)
Budget Reference: | begins with j | g
Affiliate: | beging with j| Ql
Fund Affiliate: | begins with = | | Ql
Operating Unit Affiliate: | begins with = | | Ql
Chartfield 1: | begins with x| =Y
Chartfield 2: | begins with x| =Y
Chartfield 3: | begins with x| =Y

Use the Criteria page to specify the values that identify your controlled budgets and Budget Periods on
which you wish to inquire. There are two views (Summary and Detail) of the five types of controlled
budgets (APPROP, APP_LN, ORG, PROJECT or REVENUE) available from this page.

If you know the values, select the budget keys for the particular controlled budget on which you want to
make inquires. However, if you are not sure of the key values for Dept, Fund, Class, Account, and
Operating Unit you can leave the field blank to reference all possible values for that field in the controlled
budget you've selected. Using a combination of values and the wild card you can narrow your budget
selections.
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Input the Business Unit (11000), Ledger (APP_LN), the Class (11010) and click on _s=h | The Search
Results will be displayed at the bottom portion of the page.

12ot2

Operating PC
Operating Fund Class Program Budget Fund Chartfield Charthield Chartfield ctivity Resource Hud( et
ccount Department Unit Product ode Field Code Reference Affiliate Affiliate g?r“nate 1 2 3 3::"1955 Proj e[:t D

ype
k) (hlank) 2003011
lan|

alanky chlanky 1o thlanky dhlanky 11010 iblanky  (hlank) blank) (hlanky (blank) blank) thlanky  hlank) blank) hlank) (blan
alanky chlanky 1o (hlanky dhlanky 11010 (blank)  (hlank) blank) (hlanky (blank) blank) (hlanky  hlank) blank) hlank) (hlank 200312

Click on the link of the control budget being inquired on.

Budget Details

Business Unit Ledger Group Oper Unit Class Field Budget Period

11000 APF_LM 110 11010 2003L2

Ledger Amounts

Budget: 1,632,007 618 USD Max Rows I 100

Expense: 7,066,005 USD Attributes

Encumbrance: 0.00F USD _

Pre-Encumbrance: 0.00% UsD Farent/ Children
Associated Budgets

Associated Revenue: 0.00& yso

Available Budget

Without Tolerance: 1,624,341 615 USD Percent: (99.57%) & Forecasts

With Tolerance: 1624941615 USD Percent: ©a.57% 5

Budget Exceptions

Exception Errors: 0  Exception VWarnings: 0 Budget Exceptions

QReturn to Search +E Prawious in List) ElNo‘tify )

The top section of this page identifies the specific budget being inquired on. The Ledger Amount section
shows the total Budget, pre-encumbered, encumbered and expended. The Available Budget section
shows the amount of budget still available.

Attributes - Clicking this link will open the Budget Detail Attributes page, where the budget status,
Commitment Control option, begin and end dates, and budget tolerance for the control budget can be

viewed.
Budget Detail Attributes

Control Budget Attributes

Commitment Control Option: Control
Tolerance Percent: 0.000a0000
Budget Status: Qpen

Begin Date: 01/01/2003
End Date: 0673002003
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Budget Exceptions — Click the link to open the Budget Exceptions page, where exceptions can be viewed
and overridden.

A The View Related Links button accesses the Ledger, Budget Journal, or the Budget Details Activity
Log page. Upon clicking this button next to the “Budget” amount, the following page appears.

Flease select one of the fallowing links:

Dirili to Ledged
Drrill to Budoet Jourmnal

Cancel |

Click on the Dirill to ledger hyperlink.

DRILL TO LEDGER

The page may be used to view the control budget ledger rows that make up the ledger total.

Ledger

Business Unit: 11000 Ledger: AFP_LN_BUD

Custornize | Find | B8 First [0 1011 [F] Last

. . Last
Operating Budijet Base Transaction Process
Account nit Class Period Amount - Amount - U_p_datg Instance
DateTime
0271952003
@, 110 11010  2003LZ2 1632007.61 USD 1632007 61 USD 1240 76PM 469

Press the &, (Drill Down) button to access the Budget Details — Budget Journal page.
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DRILL TO BUDGET JOURNAL

The page may be used to view the ChartFields and amounts for the budget lines of the budget journal.

Budget Journal
Business Unit: 11000 Ledger:  APP_LMN_BUD
oraize |Find | 38 First (4] 14
A
Journal ID  Date Status Line # Account Qmﬂ Class Mge_t Foreign Amount _ Monetary Amount _ Line Descr Entry
Unit Period Type
B 0000000808 02182003 Posted 2 110 11010 2003L2 1632007.61 USD 1632007.61 USD Original
Ok

%

- The Show Journal Detail button opens a new window with the Budget Header page, where you
can view details for the budget entry.

Budget Header \'|| Budget Lines Budget Errars

Unit: 11000 Journal ID: 0000000805 Date: 02rMarzon3
Fiscal Year: 2003 Period: g

Ledger Group: APP_LMN Budget Header Status: P
Control ChartField: OPERATING UNIT currency: UsD
Rate Type: CRRENT
Exchange Rate: 1.00000000
@ original © Adjustment Cur Efft: 07/0112001

Budget Type: Expense
Long Description:

2 Returmn to Search) E I hotity :I
Budget Header | Budoet Lines | Budget Errors
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REPORTS

Often the PeopleSoft ledger and journal inquiries, as discussed in the sections above, provide enough
information to answer basic questions about an account balance or specific Journal Entry. However,
there is often the need to see more information or detail than these inquiries provide. Using, PeopleSoft
baseline reports, Query, or nVision you can obtain this additional information.

The following is a partial list of the standard reports shown in the Reports drop down menu. Each of
these reports is run via a process using a run control. It is suggested that each user establish one run
control (i.e. AD HOC or REPORTS) to run these reports. The State is developing various other reports
as needed. Those reports are not shown in this manual.

SELECTED GENERAL LEDGER REPORTS

Report ID and
Name

GLC7501

Journal Entry Detail

Description

Shows journal entry detail information by
business unit, journal ID, date, description,
ledger group, source, reversal, foreign
currency, rate type, effective date, and
effective rate. It also shows line number,
account, description, amount, rate type,
exchange rate, foreign amount, base
amount, and totals for the journal. (Crystal)

Navigation

General Ledger, Journals, Journal
Entry, Create Journal Entries,
Journal Entry Lines Page, Select
Print Journal value in the Process
field, and click Process button.

GLS7002

General Ledger
Activity

Lists the beginning and ending ledger
balances by ChartField combination and
account. Also lists the detailed journal line
activity posted against the ledger for the
accounting periods that are specified.
(SQR)

General Ledger, General Reports,
General Ledger Activity

GLS7012

Trial Balance

Combines detail and summary balance
information. Shows the ending ledger
balances for the specified year and period
by ChartField combination. Also displays
subtotals by ChartField. Prints a final total
for debits and credits. (SQR)

General Ledger, General Reports,
Trial Balance

GLS7011
Journal Edit Errors

Provides detailed information about journal
edit errors: period, journal ID, date, source,
reference number, error type, line, line

description, field name, and error message.

(SQR)

General Ledger, Journals, Process
Journals, Journal Edit Errors Report
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SELECTED BUDGETARY REPORTS

Report ID and
Report Name
FINO024

Budget Reference

Description

Lists all valid Budget Reference ChartField
values in a SetID. (Crystal)

Navigation

Set Up Financials/ Supply Chain,
Common Definitions, Design
ChartFields, Reports, ChartField
Reports, Budget Reference

GLC8100 Displays the attributes of all budgets in a Commitment Control, Define Control
Budget Attributes  [business unit as of the date you enter Budgets, Budget Setup, Budget
(Crystal). Attributes Report, Budget Attributes
GLC8530 Displays the budget checking status of Commitment Control, Review Budget
Budget Checking [source transactions that have been budget- |Activities, Budget Reports, Budget
Batch Process checked. Select reports by source Checking Status, Parameters
Statuses transaction type, process instance, and
process status. (Crystal)
GLC8570 Displays budget-checking activity by Commitment Control, Review Budget

Commitment
Control Activity Log
(detail)

Commitment Control Transaction Date,
Commitment Control Transaction ID, source
transaction type, Commitment Control ledger
group, and ledger type (amount type).
(Crystal)

Activities, Budget Reports, Activity
Log, Parameters

GLC8571
Commitment
Control Activity Log
Summary

Displays budget-checking activity
summarized by budget and ledger type
(amount type). Selection criteria include
Commitment Control Transaction Date,
Commitment Control Transaction ID, source
transaction type, Commitment Control ledger
group, and ledger type. (Crystal)

Commitment Control, Review Budget
Activities, Budget Reports, Activity
Log, Parameters

GLS8002 Displays budgets and their budget journals. |Commitment Control, Maintain

Budget Ledger (SQR) Budgets, Post Control Budget

Detail Journals, Budget Ledger Details,
Budget Ledger Dtl

GLS8005 Displays transaction line details (budget post [Commitment Control, Review Budget

Budget Transaction
Detail

date, source transaction type, document ID,
ledger amounts, override user ID) for
budgets.

Activities, Budget Reports, Budget
Transaction Detail

GLS8510
Ledger Details

Displays such details as amounts and
currency for each ledger (amount type) in the
control budgets you select, as well as the

available amount for the budget. (SQR)

Commitment Control, Review Budget
Activities, Budget Reports, Ledger
Details, Run GIs8510
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SELECTED ACCOUNTS PAYABLE REPORTS
Report ID and

Descriptions

Navigation

Report Name
APS2001 Summarizes how efficiently a government Accounts Payable, Reports,
Prompt Pay agency made their vendor payments for a year. |Payments, Prompt Pay Report
Report (SQR Report)
APS8001 Lists voucher activity by business unit, fund, Accounts Payable, Reports,
Voucher Activity |[department, program, class, account, budget VVouchers, Voucher Activity Report
period, project/grant, remaining amount, due
date, and agency location code.
APS8002 Lists disbursement activity by business unit, Accounts Payable, Reports,

Disbursement
Activity Report

fund, department, program, class, account,
budget period, project/grant, remaining amount,
due date, and agency location code.

Payments, Disbursement Activity
Report

APY1010 Lists vouchers by business unit, date entered, |Accounts Payable, Reports,
Voucher Register [and Voucher ID. (Crystal Report) \VVouchers, Voucher Register
APY1020 Lists all posted vouchers for a given business  |Accounts Payable, Reports,

Posted Voucher
Listing Report

unit and date range. For each Voucher ID, the
report lists Document Type, Document Date,
Document Sequence, Ledger, Accounting Date,
Application Journal, Dist Type, Vchr Line, Dist
Line, GL Unit, Account, Dept, Product, Project,
Debit Amount, Credit Amount, Currency Code,
and Unpost Seg#. (Crystal Report)

\VVouchers, Posted Voucher Listing

SELECTED PURCHASING REPORTS
Report ID and

Description

Navigation

Report Name
POPO008
Purchase Order
Reconciliation

Provides information about POs that have been
closed by the last run of the PO RECON
process. (SQR)

Purchasing, Purchase Orders,
Reconcile POs, Close Purchase
Orders, Close PO

POPO009 Lists purchase order activity for the PO business [Purchasing, Purchase Orders,
PO Activity unit, GL business unit, department, and dates Reports, Activity, PO Activity
you select. Reviewing this report enables you to
perform comparisons and resolve discrepancies
proactively. (SQR)
POROLO001 Review open purchase orders for the budget Purchasing, Purchase Orders,
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Report ID and

Description

Navigation

Report Name
Open Purchase
Order

year-end process. The information of the
Purchase Order distribution lines display in this
report if their encumbrances still remain on the
KK_LIQUIDATION table.

Budget Year End Processing,
Open Purchase Order Report,
Open Purchase Order

POROL002 Review the four different Roll statuses (Pre Roll, [Purchasing, Purchase Orders,
PO Rollover Rolled, Mid Roll, and Error) of the purchase Budget Year End Processing, PO
orders during the budget year-end process. Rollover Activity Report, PO
Rollover
PORQO009 Provides information about requisitions that have [Purchasing, Requisitions, Close
Req Recon been closed by the last run of the Requisition Requisitions
Reconciliation process (PO _REQRCON). (SQR)
PORQO011 Provides a listing of the items most commonly  [Purchasing, Requisitions, Reports,
Requisition ordered, along with vendor and manufacturer Requisition Template
Template information. It is used to facilitate data entry of
commonly ordered items. (SQR)
POY1100 Provides information about selected requisitions [Purchasing, Requisitions, Reports,

Requisition to PO
XREF

and the POs that have been created from them.
(Crystal)

PO/Requisition Xref, Requisition to
PO XREF

POY4008 Provides PO details such as late days and due [Purchasing, Purchase Orders,
Expediting Report|date sorted by due date. Use it to help determine |Reports, Expediting, Expediting
by Due Date which POs may require expediting. (Crystal) Report

POY4010 Provides PO information sorted by PO date. Purchasing, Purchase Orders,

PO Listing by PO
Date

(Crystal)

Reports, Listings, PO Listings

POY4100 Provides a cross-reference between requisitions [Purchasing, Purchase Orders,
PO To and the POs created from those requisitions. Reports, Requisition/PO Xref, PO
Requisition XREF|(Crystal) To Requisition Xref
POY5001 Provides a summary listing of receipts within a  [Purchasing, Shipments, Reports,
Receiver specified date range. (Crystal) Receipt Summary, Receiver
Summary Summary
POY5060 Provides details of RTV transactions, sorted by [Purchasing, Return To Vendor,
vendor and RTV ID, and lists the buyer, line Credits Report, RTV Credits
details, and the distribution information selected
on the return. Totals are provided for each RTV
ID and vendor.
RTV Credits This report is available at any time after the
vendor return is entered and saved in PeopleSoft
Purchasing. (Crystal)
POY6100 Provides a cross-reference between requests for |Purchasing, Requests for Quotes,
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Report ID and Description

Navigation

Report Name

REQ/RFQ Cross |quotes and the requisitions created from those |Requisition/RFQ Xref Report,
Reference requests for quotes. (Crystal) REQ/RFQ Cross Reference

EXAMPLE REPORT - TRIAL BALANCE

This section describes how to create a trial balance report (GLS7012).
Navigation: General Ledger > General Reports > Trial Balance > Find an Existing Value

Trial Balance

Find an Existing Valug [ Add a New Value

Run Control ID: [REPORTS|
Add

Find an Existing Value | Add a Mew Value

Enter “REPORTS” and press ALL
TRIAL BALANCE PARAMETERS PAGE
{ Trial Balance

Run Control ID:  REPORTS Report Manager Frocess bonitor Run

Language:
Unit: [r1oo0 Ledger: [ACTUALS Q) Customize | Find | View Al | 5§
Fiscal Year: I Currency Code: Period: I Adjustment Period
i - 1 | [+ I =

Currency Option: [Base 52 I =Y Display Full Numeric Field I = =
ChartField Selection Customize | Find |":l First (40 1 of 1 [P] Last
Sequence Field Long Name Select Descr Subtotal Value
1 [ A i Q

B save]  ([ElHotity [k 2dd | |2 Update/Display
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The Trial Balance parameters looks like the above page upon initial use of the run control. Several
values must be changed to identify the report to be created. The key fields on this page are discussed
below.

Unit Business Unit or Agency number.

Ledger This will typically be populated with “ACTUALS.” However, there
may be a need to run trial balances of various other ledgers
especially during year-end closing.

Fiscal Year Enter the fiscal year to be included in the report. Remember that
fiscal year 2003 starts in July 2002 and ends in June 2003.

Period Enter the accounting period the report will go through.
Remember that the accounting periods are 1 through 12 starting
in July.

Once these values have been populated, press m'. The page refreshes as follows:

Trial Balance
Run Control ID:  REPORTS Report Manager Frocess Manitar R
Language: English hd
Unit: |1 1000 Q) “Ledger: IACTUALS QJ Customize | Find | Yiew Al |":t
Fiscal Year: |2003 Currency Code: Period: I a Adjustment Period
i - 1 | [+] =
currency Option: [Base = [T pisplay Full Numeric Fietd I E =]
Refresh |
ChartField Selection Customize | Find |":t First (4 1-11 0 11 [ Last
Sequence Field Long Name Select Descr Subtotal Value
I 1 Account | | 4
| 2 Operating Unit | r| =y
[ 3 Fund Code [ R =y
I 4 Departrnent | A - | =Y
I 5 Program Code | - | Q)
[ 6 Class Field [ . A Ql
I 7 Project | - | Q)
[ 8 Book Code [ R =y
[ 9 Currency Code r - Q)

Once the page refreshes, you can define which ChartFields should be included in the output and also
define which ChartField values are to be included in the report. In the above example, we have checked
“Select” for various ChartFields. These fields will be included in the report. We could have also checked
Descr to include the description of the ChartField or checked Subtotal to provide subtotals by the selected
ChartField.
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There is a Value column that allows us to restrict the trial balance to specific ChartField values if we
choose.

Once all criteria are entered, press M. This brings up the process scheduler below.

Process Scheduler Request

User ID: kreynolds Run Control I: REPORTS

Server Name: (N -] runpate: [031402003 ]
Recurrence: I 'l Run Time: |1 0:57:01AM Fesetto Current DatefTime I
Time Zone: I ﬂ

Select Description Process Name Process Type Tyne *Format
¥ Trial Balance Report GLST012 5QR Report [wen =] [PoF =] EH

Ok I Cancell

Press M This takes you back to the Trial Balance Parameters page.

Trial Balance
Run Control ID: REFPORTS ReportManager  Processhetritet—dl
Language: |Eng|ish = Process Instance: 254
Unit: |1 1000 |G *Ledger: IACTUALS Q
Fiscal Year: IEDD3 Currency Code: Period: I g Adjustment Period
i - 1 | [+] =
currency option: [Base =] [ Q] Display Full Numeric Field ! EpEajey
Refresh |
ChartField Selection Customize | Finc irst (4] 4.11 0 14 [ Last
Sequence Field Long Name Select Descr Subtotal Value
I 1 Account |2 o Q
I 2 Operating Unit ¥V - - | =Y
[ 3 Fund Code [ A QJ
I Project | r | =

As you can see above, the Process Instance is noted on this page. At this point, press EeportManaaer to
move to the Report Manager List page.
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REPORT MANAGER — LIST PAGE

Explarer List Administration Archives
Fulder:l 'l Instance: | to: ml
Name:l Created On: | EJ Last |_| | -]
Custornize |Find | B First [ 1 o
- Completion
Report Report Description Folder Hame . B
Report Report Description Folder Hame Dateime Report ID
1 Repart

Go hackto Trial Balance

ﬁ Save

This page shows no results. However, from here you can either press the hyperlink G0 backto Trial Balance
to return to the Trial Balance page or press the “Administration” tab to bring up the following page.
REPORT MANAGER — ADMINISTRATION PAGE

Explorer List Administration Archives
User: Ikrevnolds Type: | jLast' 1 | Days - Refresh I
Status: I 'l Fulder:l j Instance: | to: |

Report List Custornize | Find | Yigw A First (4 1.3
Select Report Prcs Report Description Rﬂ_me_st Format Status Details View
= 1D Instance Date/Time - e —
. 03m4s2003 Acrobat ) '
- 1333 2847 Trial Balance Report 1005651 AN (* el Fosted Cetails Wiew
03132003 TextFiles ) '
- 1313 2513 Standard Journal Entry 110 00AM * b Fosted Details Wiew
03132003 Text Files ) '
Il 1312 2512 Standard Journal Entry 1107524 (* b Fosted Details Wiew

%Icnckthe delete hutton to delete the selected report(s)

This page shows all reports that have been created for a specific period of time. In this case it shows all
reports run in the last 1 day. The report we want to pull up is the Trial Balance with Report Instance
1880.

Note: the report process may not be completed by the time you get to this page. You'll know when the
process is complete by looking for the word “Posted” in the Status column. At this point, press the
hyperlink IB%  which brings you to the following page.
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Report Detail

Report ID: 1333 Process Instance: 2547
Hame: GLSTO012 Process Type: S0R Report

Trial Balance Report

File List

Name File Size es Datetime Created

GLEY012 2547 PDF 4,338 031 4/2003 10:57:1 3.640000AM PST
Trace File 108 0314/2003 10:57:1 3.640000AM PST
Messadge Log 1,654 031 4/2003 10:57:1 3.640000AM PST

Return |

On this page press the hyperlink ending in .PDF. In this case the hyperlink is GLS7013 2547.FPDF Thig
brings up the actual report in a PDF format in a separate window.

TRIAL BALANCE REPORT

Feoplesoft GL

Report ID: SLE7A1Z TRIAL BALANCE Page No. 1
Bus. Unit: 11000--CEfice of Management & Budget Run Date 03/14/2003
Ledger: ACTUALS  -- Aotuals Ledger Run Time 10:57:02

Rz of Year 2002 apd Pericd B
Bage Currency: USD

Account Oper Unit  Fund Transaction Debit Transactica Cradit
105251 pa1 o.aa £00.0a
asa 15,00 a.00
11a pa1 p.aa ED3,475.05
211 5ap.aaq 0.00
480 p.aa 1,000.00
Tan 7,023.03 a.oa
saa o.aa 1aa.0a
soa ass 138,435,458 a.00
=01 275 2,773.36 0.00
Ta1 1,200.83 0.00
T30 1,362.48 0.00
Tan 5,386,236 oa

za1pa1 11a pa1 o.aa 78,217.77
138,53

BS5.54

211001 11a pa1 228.00
432005 11a 480 375.00
452115 s01 Ta1 1,200 .83
453021 11a pa1 153,236.95

=01 T30 1,382.47
483027 110 T30 5,514,853
464035 11a 211 500.00
474035 501 275 2,773.38
481025 501 T30 5,536.18
4aapas 11a 7aa cas.sa
430458 soa ass 198,439.45
5110a5 11a pa1 0.00
511020 11a pa1 0.00
511025 11a pa1 0.00
511035 11a pa1 a.oa
s11p4a 11a pa1 a.o0a
511045 11a pa1 a.00
511050 11a pa1 0.00
514000 11a pa1 0.00
521015 11a pa1 0.00

The report can be saved or printed at this point using the functionality of the Windows Browser. To close
the separate window, press |E| in the upper right corner of the browser.
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In the Report Detail window, press MI to go back to the Administration tab. From the
Administration tab select the List tab. On the List tab you can select the hyperlink to return to the trial
balance page.
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ALLOCATIONS

Most businesses have some expenses or assets that are held or accumulated in one entity but must be
shared by more than one Business Unit, department or other entity. Typically, you allocate these
balances and statistical quantities across the entities within your organization so that they recognize an
appropriate share of the amounts.
Allocations offer the following advantages:
e Save allocation specifications and you need not continually recreate standard allocations for such
things as rent, utilities, and administrative expenses each time they are allocated.
o Using TimeSpans (rolling time frames), automate the determination of accounting periods for
your allocations.
e Generate journal entries, edit and post them to update ledgers from the Allocations process or
choose to post them later in a separate process.
o Create calculations logs for a complete audit trail.
When you are defining an allocation, first determine your desired end result. For example, the cost of
renting an office building might be shared among the departments housed in that building. If rent is paid
as a single expense and is initially charged to one department, you can allocate the expense to each
department in proportion to its share of office space, personnel head count, or any other fixed,
percentage, or statistical criteria.
After you determine the purposes of your allocations, you know which ChartFields are affected. Keep
these in mind as you establish the following basic elements of your allocation:

Allocation Type Calculation type for the pool and basis. It describes how the basis is
used to distribute the pool amounts to the target.

Pool The amount or amounts to be allocated. This amount can originate from
a ledger or any table, or you can specify a fixed amount. If it comes from
a ledger, Allocations uses the ledger definition to determine its table
name and other characteristics (such as calendar, MultiBook, and base
currency). If the pool record is a table, specify the table name.

Basis Used to determine how and in what proportion the pool amounts are
distributed to the various targets.

Target This is the destination or where the amounts defined by the pool and
basis are allocated.

Offset Entries that balance the targets. These entries usually reflect the
clearing of pool amounts as they are transferred to the targets.

Amount Fields There must be a mapping of the amount fields between the pool, basis
and target records.

STEP 1: DEFINE ALLOCATION

Navigation: Allocations > Set Up and Perform Allocations > Define Allocation Steps
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ALLOCATION TYPE PAGE

Type Eool Basis Target Offset Output Options * Bound Options [P

SetlD: STATE Step: FISCAL

*Effective Date: IM ] Status: lm lILI
*Description; |Fi5ca| Allocation

*Allocation Type: Spread Evenly | Extension opcode: |00 =

Transaction Code: I ﬂ

Allocation Type Determines the calculation options—how to determine the pool amounts
going to the targets. Select one of the following Allocation Types:

Copy - Copies pool amounts to the target/offset with possible
percentage changes.

Spread Evenly - Divides pool amounts equally by the specified basis
fields to derive the target amounts. For example, this type divides the
pool equally in thirds among Dept ID 0100, 0200, and 0300.

Allocate on Fixed Basis - Allocates on a fixed basis and percentage of
pro rata allocation. This is based on the fixed allocation percentage you
specify in the % field in the Value/Node scroll area on the Allocations -
Basis page.

Prorata with Record Basis - Divides the pool amount among the
targets based on amounts stored in the basis record.

Arithmetic Operation - Defines the allocation calculation as a
mathematical operation between the pool and basis.

Extension opcode When you select Arithmetic Operation, the extension operation code
field becomes active and you can select Add, Subftract, Multiply, or
Divide.

Transaction Code Select the appropriate code when you use Inter/IntraUnit allocation.

In our case we will use the Allocation Type of “Spread Evenly”.

ALLOCATION POOL PAGE

Move from the Type Page to the Pool Page. This page shows where the allocation is coming from.
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Tyne Pool  {  Basis Target Offset Qutput Options | Round Options |, [

SetiD: STATE Step: FISCAL

First (4 1.0t 1 [F] Last

Zero Pool Amount Option:

Effective Date: 09/0152002 Status: Artive Description: Fiscal Allocation
*Pool Record Type: | Ledger Group =l Puol Ledger: [ACTUALS Q)
Time Span: FER Q *pool factor: | 100.0000

ISeIectNext Fool 'l

Find |View1  First (] 12012 [] Last
¥ =
*Field Name: [ Account = +=]
* Selected Detail Values " Selected Tree Nodes " Range of Values
Tree Type: I Cretail 'I Set Control Value:
Tree Name: | Level Name:
i
Value To
610110 Ql 4 =]
+ | =
*Field Name: | Department = +=]
* Selected Detail Values " Selected Tree Nodes " Range of Values
Tree Type: I Cretail 'I Set Control Value:
Tree Name: | Level Name:
i
Value To
1103000 Ql =]

Pool Record Type

Pool factor (%)

Time Span

PS —General Ledger

Specify one of the following:
Select the Ledger Group and enter the ledger group name.

If you want to pool a specific amount, select Fixed Amount. When you
define the amount fields on the Amount Fields page, you will specify the
amount.

Enter a percentage that refers to the pool amount on the ledger. While
the pool amount is typically based on amounts from your ledger, you can
choose to base it on any fixed amount, such as equipment cost of USD
40,000 allocated across departments.

Specifies the period relative to the current period—the fiscal year and
accounting period to be used to retrieve pool records. Enter a single or
multiple period TimeSpan to determine the accounting periods used for
the pool. Relative Time Spans such as PER (current period activity)
retrieve amounts relative to the As of Date you specify on the Allocation
Request page. You are not required to specify the Time Span value; if
you do, the system retrieves only the pool amounts for the specified
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Zero Pool Amount Option

Field Name

PS —General Ledger

fiscal year and accounting periods. If Time Span is blank, the system
retrieves all the pool amounts for all fiscal years and accounting periods.
If you specify Any Table for the pool record and your pool record does
not have both FISCAL_YEAR and ACCOUNTING_PERIOD fields, you
cannot specify the Time Span value.

If you specify Ledger Group for the Pool Record Type, the system
determines the fiscal year and accounting period using the calendar
defined for the ledger group on the Ledgers for a Unit — Definition page.
If you specify Any Table for the Pool Record Type, the system
determines the fiscal year and accounting period using the calendar
defined on the TimeSpans page.

If you specify a multiple periods Time Span, the system adds together
the pool amounts for all periods to get one single pool amount
regardless of the Basis Time Span, Target Time Span, Basis Span Opt,
and Target Span Opt specified. You can never split pool amounts across
periods to match basis or target periods.

Select one of the following options to tell the system how to proceed
when the amount of the pool record retrieved is zero:

Calculate This Pool — Process the zero amount pool record anyway to
create target and offset.

Select Next Pool — Skip the zero amount pool record and select the
next pool record for processing.

Stop Processing — Issue an error message to indicate a zero amount
pool record is selected, and stop the allocation step due to this error.

Calc No Rows as Zero - If no pool rows are selected based on the Time
Span and selection criteria specified in the Pool Fields, the Allocations
process processes these rows as zero Pool amounts. For rows that exist
in the database, the process will process these rows the same as
Calculate This Pool. When you use this option, any selection criteria field
that you use for the pool must be explicitly defined. For example, if on
the Target/Offset pages one of the fields has a source defined as Group
by Pool and Basis, then this field must also be defined in the Pool.

Before the Allocation process selects pool records, it groups them
together based on how the target and offset fields are specified. It uses
the Zero Pool Amount Option logic only if the total amounts of the group
of pool records total zero. If some individual pool amounts are zero but
the total amount of the group of the pool records is not zero, the system
processes this group of pool records.

For the Pool Fields group box, enter the Field Name that the Allocation
process uses in selectina onlv certain pool rows from the pool record. If
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How Specified

Selected Detail Values

Selected Tree Nodes

Range of Values

your pool record type is a Ledger Group, your pool record name is
actually the Ledger record name defined in the Ledger Template for the
Ledger Group. The Field Name prompt table lists all fields in the pool
record.

If no pool rows are selected based on the Time Span and selection
criteria specified in the Pool Fields group box, the Allocations process
skips this step unless you specified the Calc No Rows as Zero for the
Zero Pool Amount Option. You receive the message, "No record row
exists for the pool " and if this is a multiple steps group, the system
continues processing the next step in the group.

Select the appropriate option or select a combination of the following
three methods.

We recommend that you use trees whenever possible to reduce future
maintenance should your ChartField values change.

Activates the first Specify Values/Range of Values/Tree Nodes edit box
so you can list individual pool field values, such as specific departments
or accounts.

Activates the tree information fields for you to specify a tree from which
to select nodes. For the Tree Type, select Detail to enter a range of
detail values for a node, or Dynamic if you want the range of detail
values defined by a table in your database Level Name is optional and is
used to limit the prompting to the selected level.

The Set Control Value determines the SetlD that the system uses to
identify which trees are available in the Tree Name field.

Activates both Specify Values/Range of Values/Tree Nodes edit boxes
for you to enter the beginning and ending pool field values. If you leave
the left Value, which is the From value, blank, the system will select all
pool field values less than or equal to the To value. You cannot leave the
To value blank because the blank value is always the smallest value.
You can insert multiple ranges of values.

In our example, the Pool Record is “Ledger Group”, the Pool Ledger is “ACTUALS”, and the Time Span is
“Monthly.” The other values are left as they defaulted. Under the Pool Fields section, the following
ChartFields and values were used:

Chartfield Value
Account 610110
Department 1103000

PS —General Ledger
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ALLOCATION BASIS PAGE
SetlD: STATE Step: FISCAL

Effective Date Find [ view Al First (4 1051 [F] Las

Effective Date: 08:a1/2002 Status: Active Description:  Fiscal Allocation

Basis Record Type: | Ledger Group j Basis Ledger: IACTUALS g
Time Span: I *Basis factor: I 100.0000
ZFero Basis: IStop Processing vI
Basis Fields Find | Wiew Al First [ 1011 [ Last
+ -
*Field Name: | Departrent [~ =]
# Selected Detail Values " Selected Tree Nodes " Range of Values
Tree Type: I Detail i l Set Control Value: I
Tree Name: I Level Name: I
i
Value To U
[1103001 Q) 1=
[1103002 Q) =]
[1103003 Q =]

How you define the basis depends on the Allocation Type you selected on the Allocations - Type page.
The following describes what to do for each Allocation Type:

Copy No basis is required and all fields on the Basis page are unavailable.

Spread Evenly The Pool amount is divided evenly across the basis field values
specified in the basis. No basis rows are required to exist in the basis
record specified. You must still specify the Basis Record Type so that
the system can provide a prompt table listing for Field Name in the
Basis Fields group box.

In the How Specified group box you can use Selected Detail Values,
Selected Tree Nodes, or Range of Values to specify field values.

You can specify more than one Field Name; the system will divide the
pool amount evenly across all basis field value combinations.

Allocate on Fixed Basis This is really a special case of pro rata allocation where the percentage
of the prorate is fixed. As with Spread Evenly, no basis rows are
required to exist in the basis record specified. You must still specify the
Basis Record Type so that the system can provide a prompt table
listing on the basis Field Name.

You can only use Selected Detail Values to specify basis field values
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Prorata with Record Basis

Arithmetic Operation

Specify the Basis Record
Type:
TimeSpan

Basis Factor (%)

Zero Basis

PS —General Ledger

and you can specify more than one Field Name. You also have to
specify the fixed % for each field value in the Specify Value/Range of
Values/Tree Nodes edit box. The total of the percentage for one field
does not have to add up to 100%, but the system will use the
percentages to calculate the actual percent-to-total for each value.

Basis rows are selected from the Basis Record and their amounts are
used to calculate a percent-to-total to distribute the pool amount to each
target. Specify Basis Fields in the same manner as you do for the pool.

Like Prorata with Record Basis, basis rows are selected from the Basis
Record and you specify basis in the same manner as you do for the
pool. Target amounts are calculated by performing the mathematical
operation between each pool and basis amount.

Select the Ledger Group and enter the ledger group name.

Specify the basis TimeSpan if the allocation type is Prorata with Record
Basis or Arithmetic Operation. Basis TimeSpan works in the same
manner as the pool TimeSpan, except that you have an option (Basis
Span Opt) to Combine or Split basis amounts for a multiple periods'
basis TimeSpan if you also specify a multiple periods Target TimeSpan.

Applies only to the arithmetic operation.

Select an option to tell the system how to proceed when the amount of
the basis record retrieved is zero if the allocation type is Prorata with
Record Basis or Arithmetic Operation:

e Calculate This Basis - Process the zero amount basis record
anyway to create target and offset except for Arithmetic
Operation - Divide where the system issues an error message
and stop this allocation step.

o Select Next Basis - Skip the zero amount basis record and
select the next basis record for processing.

e Stop Processing - Issue an error message to indicate that a zero
amount basis record is selected, and stop the allocation step
due to this error.

e Calc No Rows as Zero - If no basis rows are selected based on
the Time Span and selection criteria specified in the Basis
Fields, the Allocations process processes these rows as zero
Basis amounts. For rows that exist in the database, the process
processes these rows the same as it processes Calculate This
Basis.
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Field Name

When you use this option, any selection criteria field that you use for the
basis must be explicitly defined. For example, if on the Target/Offset
pages one of the fields has a source defined as Group by Pool and
Basis, then this field must also be defined in the Basis.

Before the Allocation process selects basis records, it groups them
together based on how the target and offset fields are specified. It uses
the Zero Basis option logic only if the total amounts of the group of basis
records add up to zero. If some individual basis amounts are zero but
the total amounts of the group of the basis records are not zero, the
system will still process this group of basis records. The Zero Basis
option works independently of the Zero Pool option. You can select
different options for them and the system proceeds based on your
selections.

If no basis rows are selected based on the TimeSpan and selection
criteria specified in the Basis Field, Allocations will stop this step unless
you specified the Calc No Rows as Zero for the Zero Basis Option. You
receive the message, "No record row exist for the basis..."; whether the
system will continue processing the next step in a group depends on the
Continue option you specify on the Allocations Group page.

The system then inserts selected basis records into the Basis Working
Record. PeopleSoft provides a default basis-working table,
ALC_BSWK_TBL, which contains most of the Ledger record fields that
are used in the basis. If you are using a record, other than ledger, then
you will need to create a unique basis record to match your basis record.

Enter the Basis field name that allocations will use in selecting only
certain rows from the basis record. If you do not explicitly specify the
BUSINESS_UNIT field value, the system will use the Business Unit
specified on Allocation Request page to select basis rows.

For our example, the Basis Record Type is “Ledger Group” and the Basis Ledger is “ACTUALS.” The
Basis Fields include only the “Department.” The amount in the pool will be spread evenly over 1103001,

1103002 and 1103003.
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ALLOCATION TARGET PAGE

Type Eoal Basiz { Target ‘.I Offzet Output Options Eound Options D

SetiD:

STATE

Effective Date

Step: FISCAL

Effective Date: 09/01/2002  Status: Active Description:  Fiscal Allocation
Target Record Type: |J0urna| Records j Target Ledger: IACTUALS g

Specify Field Values

Customize | Find

Time Span: IPER QA pasis Span Opt: |Combine Periods for Elasi:j Target Span Opt: |Divide Target Across Periodj

First (4] 1.4 of 4 [M] Last

’Field Name Source Field Mapping Value / Mask

|Account j IPDDl j | j ll ;I
[crass Fieig =l [vae =] [r1030 Q[+ =]
|Depar1ment j |Elasis j | j ll ;I
|Operating Unit | |Va|ue | |11U Q)+ =]

ﬁ Save

Target Record Type

Time Span

Basis Span Opt (basis span
PS —General Ledger

QReturn to Search ElNotify

[EkAdd ] (] Update/Display) | Ellinclude History) ([Z

Select one of the following:

e For Journals Records, specify a ledger group name. The system
uses this definition to determine the journal line record name
and other characteristics (such as calendar, MultiBook, and
base currency).

o If the target is Any Table, specify the record name in the edit box
that appears.

Use to specify the output for a single or multiple accounting periods for
the target. Relative TimeSpans such as PER (current period activity) will
create the target relative to the As of Date specified on the Allocation
Request page.

If your Target Record Type is Journals Records, you must specify the
TimeSpan value.

If your target record is a table that has both FISCAL_YEAR and
ACCOUNTING_PERIOD fields, you have the option to specify the Time
Span value.

If your target record is a table that does not have both FISCAL_YEAR
and ACCOUNTING_PERIOD fields, you cannot specify the Time Span
value. If you do not specify the Time Span value, the system populates
both FISCAL_YEAR and ACCOUNTING_PERIOD with a zero value in
your target record.

If vou use a multi-neriod Time Span for vour basis and taraet. vou must
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option) specify the Basis Span field as one of the following:

e Combine Periods for Basis — Combines the basis amounts for
each period defined by the TimeSpan into one virtual period,
producing a single amount.

o Split Basis by Period - Maps the basis amount for each period
one-to-one with the target periods. For this reason, the number
of periods in your basis and target TimeSpan must match. When
you select this option, the Target Span Opt field becomes
inactive.

Target Span Opt (target span If you select a multiple period TimeSpan for the target, you must specify

option) the Target Span Opt field when the basis TimeSpan is either a single
period or multiple periods (the Basis Span Opt is Combine Periods for
Basis):

e Repeat Target Each Period — Repeats the entire target amount
for each period defined in the TimeSpan.

o Divide Target Across Periods - Divides the target amount by the
number of periods defined in the TimeSpan and distributes it
equally to each period.

Field Name If your target record is Journals, your target record name is actually the
Journal Line Record name defined on the Ledger Template for the
Ledger Group. The Field Name prompt table will list all fields in the
target record

The system will validate the Field Name entered against the record
when you save this Allocation Step definition.

Source Provides a convenient way to populate the target field values,
particularly if their values are from the pool or basis records. You need
not re-enter them here—just prompt for the appropriate option and
choose form the following:

e Pool - Uses the field values from pool records.
e Basis - Uses the field values from basis records.

e Group By - Uses the matched field values from both the pool
and basis records.

e Value - Specifies a fixed value for the target field. You can use
this only for character- or date-type fields. You should enter a
fixed date in one of these formats: mmddyy, mm/dd/yy, or
mm/dd/yyyy. If you select this option, you enter the value in the
Value/Mask field.

e Beain Pd - Uses the beainnina date for the taraet accountina
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period. If you use this option, the target TimeSpan must be
populated. Otherwise, the system cannot populate a date value.

e EndPeriod - Uses the end date for the target accounting period.
If you use this option, the target TimeSpan must be populated.
Otherwise, the system cannot populate a date value.

e Req Date - Uses the As of Date specified on the Allocation
Request page.

e Seq Num - Uses the next field sequence number for the target
records. The Allocations process will select the maximum field
sequence number for the specified target criteria and increment
the number by 1. This option is used if the Target Record Type
is Any Record.

Field Mapping If the Source is from Pool, Basis or Group by, you can specify Field
Mapping for those occasions when the Field Name for the pool or basis
record differs form the field name in the target record. For example, this
could occur if the Product field value for the target record must come
from the Project field value of the pool record.

Value/Mask If you specify a fixed value for the Source, use this field for character or
date-type fields. You can enter a fixed date in one of these formats:
mmddyy, mm/dd/yy, or mm/dd/yyyy.

In our example, the Target Record Type is “Journal Records” and the Target Ledger is “ACTUALS.” Also
the TimeSpan is “PER.” The specified Field Values are as shown on the screen shot above.

ALLOCATION OFFSET PAGE

Type Fool Basis Target f Offset \‘QutputOptions Round Options |D

SetlD: STATE Step: FISCAL
Effective Date

Effective Date: 0950142002 Status:  Active Description:  Fiscal Allocation

Offset Record Type: |Journal Recards =] offset Ledger: Wﬂ
Specify Field Values Customize | Find |
*Field Name *Source Field Mapping Value [ Mask
|Accuunt j |F’om j | j ll ;I
|Department j |F’om j | j ll ;I

Bl save)  [CiRetum to Search ) [ENotify [Edd ) (] UpdateiDisplay) |l Include History)
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Offset Record Type Select Journals Records or Any Table. For Journals, specify the ledger

Specify Field Values

group name. The system uses this definition to determine the journal line
record name and other characteristics (such as calendar, MultiBook, and
base currency). If the offset is a table, specify the record name in the
edit box that becomes available.

In the group box specify the offset field values in the manner you would
for the target.

In our example, values used are shown on the screen shot above.

ALLOCATIONS OUTPUT OPTIONS PAGE

Type Fool Basis Target Offzet { Output Options ' Round Options Batch Records 4
SetlD: STATE Step: FISCAL
Effective Date First (41 1.0t 1 [ Last
Effective Date: 090152002 Status: Active Description:  Fiscal Allocation
Journal ID Mask: INEXT Reference Number: I
Journal Date Code: | Reguest As of Date |
Source: IALO Ql

Eeversal: Do Mot Generate Reversal

¥ Bypass VAT Processing
Cammnitrment Contral

™ Post Journal(s)

™ Edit Journalis)

When No Journals are Created:

" Budget Check Journal(s)

[

|Issue Error Message

‘ Rate Type: I ﬂ Currency Effective Date Code: IJrnI Date 'l
E Save QRetum to Search) ElNo‘tify ) Eadd] 2] Updatea’DisplayJ 4@ Ini lude Histon,r)

Journal ID Mask

If your Target or Offset is a Journal on the Allocations — Target or
Allocations Offset pages, you must define the Journal Options.

The Journal ID Mask enables you to specify a prefix for naming
allocation journals. A 10-character alphanumeric ID identifies journals.
The system automatically appends the prefix that you specify to the
journal IDs. For example, if you specify your Journal ID Mask to be
ALLOC, vyour allocation Journal IDs might be ALLOCO00001,
ALLOCO00002, and so on. Alternatively, the value NEXT causes the
system to assign the next available journal ID number automatically.

Warning! Be sure to reserve a unique mask value for Allocations to ensure that no other process

creates the same Journal ID.

PS —General Ledger
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Reference Number Enables you to refer each journal back to a document, person, invoice,
date, or any other piece of information that is helpful to you when you
track the source of the transaction.

Journal Date Code You can assign a value based on the following options:

Request As of Date - Uses the As of Date specified in the Allocation
Request page. As a result, the system dates all journals the same day
as the allocation request. If you use the As of Date and the date is a not
a working calendar day that you defined on the Business Calendars
page, the system adjusts the date to the next working calendar day. If
the next day is in the next period, it adjusts the date to the prior working
day.

Beginning of the Period - Uses the beginning day of the period(s)
defined in the target TimeSpan.

End of the Period - Uses the last day of the period(s) defined in the
target TimeSpan.

Note. You must use either the Beginning of the Period or End of the Period journal date options if
you use multiple-period TimeSpans for your target.

Reversal: You can set up a reversing entry for the current allocation by selecting
the applicable option, which is then displayed in the link. The valid
options are:

Beginning of Next Period - Creates a reversing entry dated the first
business day of the next accounting period. It uses the business
calendar that you assigned to the business unit on the General Ledger
Definition - Definition page to determine the first business day.

Do Not Generate Reversal - The Allocation process does not create the
reversal entry but it does mark the allocation journals with the reversal
code. When the allocation journals are posted later in a separate
process, the system creates the reversal entry.

End of Next Period Creates a reversing entry dated the last business
day of the next accounting period. It uses the business calendar that you
assigned to the business unit on the General Ledger Definition —
Definition page to determine the last business day.

Next Day Creates a reversing entry dated the next business day. It uses
the Holiday List ID that you assigned to the business unit on the General
Ledger Definition - Definition page to determine the next business day. If
the business unit is not assigned a Holiday List ID, the reversing entry
will be dated the next day.

Adjustment Period Creates a reversing entry to the adjustment period
vou select. Click in the droo-down list to displav a list of valid adiustment
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periods (as defined on the Detail Calendar). When you select this option,
you also need to enter the Reversal Date. The Reversal Date is used to
populate the journal date and fiscal year of the reversing entry

On date specified by user Enables you to select any date in the
calendar. When you select this option, you also need to enter the
Adjustment Period and Reversal Date. If you enter a date on a non-
working day and there is a Holiday List ID assigned to the business unit,
you will get an error message. The system will not reset the reversal
date, and you must re-enter a date that is a working day.

Source Enter the journal Source. Unless you specify otherwise, the Journal
Source defaults to ALO (Allocations).

Document Type If you run the Allocation process for a Business Unit for which you have
enabled Document Sequencing, you must select a Document Type. If
you do not select a Document Type, you receive an error. We
recommend that if some of your business units require Document
Sequencing, you assign a Document Type to your allocation rules
regardless of whether you have enabled Document Sequencing for that
business unit. If you have not enabled Document Sequencing for any of
your business units, the Document Type field is unavailable.

Post Journal(s) Click to post the journals. If you select this option, the system
automatically selects the Edit Journal(s) and Budget Check Journal(s)
check boxes. You can clear the Budget Check Journal(s) check box if
you want to run the Budget Processor later to update the commitment
control ledgers.

Edit Journal (s) Select to edit the journals that the Allocation process creates so that you
do not have to edit them later in a separate process. You select this
option when you want to edit journals without posting them. Typically,
you select this option in a multiple-step Allocation process where the
pool amount for the next step comes from the target of the previous
step. If journals are not posted, the ledger is not updated. The next
multiple step then draws erroneous data from the ledger. If you select
this option, the Allocations process calls the Journal Edit process
(GL_JEDIT) first to edit the journals.

If the journals fail in the Journal Edit process, the system does not post
them to the ledger and the allocation process issues an error message
"Allocation step ... is complete with journal created but not posted."
Journals can fail Journal Edit for many reasons, including invalid
ChartFields, balancing by ChartField, or ChartField combination edit.
After you determine the cause of the problem, you might have to change
your allocation step definition to avoid it.
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Budget Check Journal(s) Click the check box to run the Budget Processor to budget check
journals for the commitment control ledgers. This option is available only
if you enabled the commitment control option. If you select this option,
the system automatically selects Edit Journal. You must edit journals
before you budget check them.

When No Journals are Specify what you want the Allocations process to do:
Created

Issue the No Journal Msg (message) Type Error message

Issue the No Journal Msg (message) Type Warning message

Commitment Control

If you have implemented Commitment Control, click the Commitment Control link to select from various
Commitment Control options. Typically the radio button for “Actuals and Recognized” should be selected.
The system also defaults Budget Entry Type of “Original.” There will not be a need to change these
values.

STEP 2: DEFINE ALLOCATION GROUP

Navigation: Allocations > Set Up and Perform Allocations > Define Allocation Group

Allocation Group

SetlD: STATE Group:  TEST % & ﬁf

Descr: |TEST

Description:

Define Allocation Group Customnize | Find | view &1l | B First (4 1011 [P] Last
*Process Step Continue

[FiscaL Q] Fiscal Allocation r =1 =]

=] Save:l 1 Return to Search:l = hatity ) EAdd |

In this step, we include all process steps in order within an Allocation Group. In our example, there is
only one step in the Allocation Group.

Once the Step has been added to the group, press E‘
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STEP 3: ALLOCATION REQUEST

Navigation: Allocations > Set Up and Perform Allocations > Request Allocation

North Dakota ERP Project

At this point, it is necessary to Request the allocation to be run. The following page shot shows the
values used in this allocation request.

Request
Run Control ID;  ADHOC ReportManager Process Monitar Run |

AsofDate: 03132003 ] &

Process Request Parameters

Customize | Find | Wiew

Process *Process Group ‘ReqDateOptn  As of Date “Qutput Options Description
Erequency
1 |atways 7| [sTATE Q] [TEST Q| |as-07Date | |ozizer200z [ ({6 ag and Outp | TEST

& save ) Return to Search] [ INotify )

R
Once the values are entered, press Ll which takes you to the following process scheduler page.

Process Scheduler Request

User ID: kreynolds Run Control ID: ADHOC

Server Name: I_:"I Run Date: IDSI1312DDE ()
Recurrence: I 'I Run Time: |3:28:19Pru1 Resetto Current DateiTime |

Time Zone: I ﬂ

Select Description Process Name Process Type ‘Type *Fortat
¥ PSiGLAlocations GL_ALLOC Application Engine  [web | [mr =] 6
O | Cancel |

Press LI

You can check on the process by selecting the Process Monitor hyperlink. Once the process is
completed, you should be able to see the journal entry.
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STEP 4: REVIEW JOURNAL ENTRY

Navigation: General Ledger > Journals > Journal Entry > Create Journal Entries
On the Find an Existing Value tab, type in the business unit and Source “ALO”. You should see all
journal entry lines related to allocations.

Journal Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Yalue Add a Mew Valug

Business Unit: l;l IS'I'NI'E— (=Y

Journal ID: | begins with = | |

Journal Date: |= 2

Line Business Unit: IE I— al

Journal Header Status: | = j I j
Budget Checking Header Status: | = j | j
Source: IE IALO— )

Seatch | Clear | Basic Search [§) Save Search Criteria

Search Results

1-2 of 2

Line Journal Budget
Business Header Checking L Source E:J':'%E 7 Total Statistical Description
Unit Status Header Status = i Debits Units

Journal  Journal Het

Journal UnPost

Journal ID Date Sequence

STATE 0000000179 09/30/2002 0 STATE Unposted  Valid ACTUALS ALO  USD 4 1000 o Fiscal Allocation
STATE 0000000179 09/30/2002 1 STATE Posted Walid ACTUALE ALO  USD 1 -1000 o Fiscal Allocation
STATE 0000000240 09/30/2002 0 STATE Posted alid ACTUALE ALO g0 4 1000 o Fiscal Allocation

At this point, open the journal entry to review and process. The entry must be edited, budget checked,
and posted.

Note: The entry will be created without the interunit balancing entries. Upon running the edit
process, the balancing entries will be created.

PS —General Ledger Page 105 of 108
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




CONUEC

MAXIMUS N
il North Dakota ERP Project

APPENDIX A - JOURNAL AND BUDGET
STATUSES

The Status of a Journal Entry can be determined by analyzing the Journal Status and the Budget Status
that are listed at the bottom of the Journal Entry page.

The Journal Status identifies the status of the Journal Entry in relation to the GL. Options include:
N — No Status - Needs to be edited

E — Error The “Edit Check” process was performed on the Journal Entry and invalid data
was found. The Journal Entry is suspended until the error is corrected or the Journal Entry is deleted.

V — Valid The “Edit Check” process was performed on the Journal Entry and all data was valid.
P — Posted Journal was posted to the General Ledger

D — Deleted Journal has been deleted.

U — Unposted Journal has been unposted.

T — Incomplete Journal is incomplete.

M — SJE Model Journal is a valid SJE model. Do not post it.

The Budget Status (Commitment Control Module Status) identifies the status of the Journal Entry in
relation to the Budget Ledger. Options include:

N — Not budget checked. The budget check process has not been performed on journal.

E — Error The budget check process was performed on the Journal Entry and invalid budget data was
found. The Journal Entry is suspended until the error is corrected or the Journal Entry is deleted.

V — Valid. The budget check process was performed on the Journal Entry and all budget data and
amounts were valid. The Journal Entry data was posted to the appropriate budget ledger.
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APPENDIX B - JOURNAL ENTRY LIFE
CYCLE

There are four steps to processing a Journal Entry to update to the PeopleSoft General Ledger: (1)
Creation, (2) Edit Checking, (3) Budget Checking, and (4) Posting. The following is a discussion of the
statuses that may appear on each journal entry.

NOTE: If the results of step 2 are valid, step 3 is automatically invoked. Also, steps 2 through 4
can be on a journal entry by journal entry basis, or in batch mode.

Step 1: Creation of the Journal Entry. No Journal Status or Budget Status at this point. A Journal Entry
can be created and saved even if it is incomplete, out of balance, or contains invalid data.

Customize | Find | View all | 88 First (0 10r1 [ Last

Unit  Totallines Total Debits Total Credits ~Journal Status  Sudtiet
HCsSC 2 50.00 50.00 N N

Journal not edit checked — Journal Status = N
Journal not budget checked — Budget Status = N

Step 2: Edit check the Journal Entry. This editing process ensures, among other things, that the
ChartField values are valid, debits equal credits for each business unit, fund type and class - funding,

ChartField combinations are valid, and the accounting period is valid (open).

If the edit check is valid errors the following statuses will be seen at the bottom of the journal lines page.

Custornize | Find | View Al | B

Unit  TotalLines Total Debits Total Credits  Journal Status St
Hesse 2 10.00 0.00 E u

Journal Failed Edit Checking — E (Error)
Journal with No Budget Status — N (Not Validated)

Once the edit check is marked valid, the budget check process is automatically invoked.
Step 3: Budget Check the Journal Entry. This editing process ensures that Journal Entry transactions are
posted to valid budget ChartField strings and that budget balances are not exceeded. A Journal Entry

cannot be Budget Checked until it has successfully passed Edit Checking.

If the budget check is valid the following statuses are shown at the bottom of the journal lines page.

Custornize | Find | view &l [ 28 First [0 1ot 1 [ Last
Unit  TotalLines Total Debits Total Credits Journal Status  Sud0et
Status
HCSSC 2 5.00 5.00 Y Y
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Journal Passed Edit Checking — V (Valid)
Journal Passed Budget Check — V (Valid)

If the budget check identified an error, the following statuses are shown at the bottom of the journal lines
page.

Custorize | Find | Yiew All |m First (4 4 ot 1 [M] Last

Unit  TotalLines Total Debits Total Credits Journal Status Bmig—:wes‘
HCSSC 2 5.00 5.00 y E

Journal Passed Edit Checking — V (Valid)
Journal Failed Budget Check — E (Error)

Step 4: Post the Journal Entry. Once a Journal Entry has passed both Edit Checking and Budget
Checking, it is available for posting to the GL. Once the Journal Entry is posted no amounts or data can
be edited (they are “grayed out”).

Custornize | Find | View Al | 3 First [ 1 o1 0 Last

Unit  TotalLines Total Debits Intal Credits Journal Status  Sedet
HoSSC 2 500 500 P v

Journal Posted to GL — P (Posted)

Journals created from the sub-modules (via Journal Generation) can be process through to posting
during journal generation. Thus, as long as there are no errors in the journal generation processing, the
status of each AP journal should be as follows:

Customize | Find | view 21| %8 First (40 1 o6 1 [ Last
Unit  TotalLines Total Debits Intal Credits Journal Status  Sedet
HCEaC 2 5.00 5.00 P y

Journal Status — P (Posted)
Budget Status - V (Valid per Accounts Payable module)
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